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ACTION 

SMALL  BUSINESS  ADMINISTRATION 
PRIVACY  ACT  OF  1974 
Notice  of  Systems  of  Records 

Correction 

The  following  notices,  issued  by 
ACTION  and  the  Small  Business  Ad¬ 
ministration,  appeared  in  the  Federal 
Register  issue  of  August  27,  1975  (40 
FR  39805  and  39105,  respectively).  Some 
of  the  pages  were  inadvertently  printed 
out  of  order,  so  that  some  Small  Busi¬ 
ness  Administration  text  appeared  in 
the  ACTION  document,  and  some 
ACTION  text  appeared  in  the  Small 
Business  Administration  document. 
Therefore,  both  documents  are  being  re¬ 
printed  in  their  entirety  for  the  con¬ 
venience  of  the  reader  as  set  forth  below. 
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ACTION 

PRIVACY  ACT  OF  1974 
Notice  of  Systems  of  Records 

Notice  is  hereby  given  that  in  accord 
with  5  U.S.C.  55a(e)  (4)  and  (11),  Sec.  3 
of  the  Privacy  Act  of  1974  (Pub.  L. 
93-579,  hereinafter  referred  to  as  the 
“Act”)  ACJTION  proposes  to  adopt  notice 
of  systems  of  records  as  set  forth  below. 

Any  person  interested  in  this  notice 
may  submit  written  views,  comments  or 
other  data  to  ACTION/GC,  Room  607, 
806  Connecticut  Avenue,  N.W.,  Washing¬ 
ton,  D.C.  20525,  on  or  before  Septem¬ 
ber  26,  1975.  All  written  comments  re¬ 
ceived  from  the  public  through  said  date 
will  be  considered  before  publication  of 
a  final  notice.  Comments,  received  will 
be  available  for  public  inspection  at  the 
above  address  between  the  hours  of  9 
a.m.  and  5  p.m.,  Monday  through  Friday 
(except  holidays) . 

This  notice  does  not  include  specific 
identification  of  certain  systems  of  rec¬ 
ords  in  the  custody  of  the  Agency  due  to 
the  fact  that  other  Federal  agencies  have 
assumed  responsibility  for  publishing 
government-wide  notices  with  respect 
thereto.  Primarily  this  includes  publica¬ 
tion  of  systems  records  pertaining  to 
Federal  employee  personnel  records 
by  the  United  States  Civil  Service 
Commission. 


Special  note  should  be  taken  of  the 
Preliminary  Statement  to  the  systems 
of  records  containing  an  indication  of 
general  routine  uses,  general  exemptions 
from  disclosure,  general  regulations  as 
to  notification,  access  and  contest,  and 
other  material  applicable  to  ACTION 
record  systems  generally.  The  Agency  de¬ 
sired  to  avoid  unnecessary  repetition  and 
duplication  hi  the  publication  of  each 
system  of  records  which  might  make  it 
difflcult  for  the  public  to  review  and 
locate  a  system  in  which  a  record  might 
be  available.  The  publication  of  general 
routine  uses  and  exemptions  does  not 
serve  as  an  indication  that  each  system 
will  be  normally  used  or  usable  for  such 
purposes  or  subject  to  such  exemptions, 
but  that  the  use  of  any  system  for  such 
routine  use  shall  be-  permitted  upon  re¬ 
quest  of  a  designated  routine  user.  In¬ 
cluded  in  the  preliminary  statement  of 
routine  uses  are  certain  indications  of 
special  exemptions  with  respect  to  volun¬ 
teer  personnel  files  and  medical/psychi¬ 
atric  records  as  to  which  special  proce¬ 
dures  are  required  to  comply  with  the 
Agency’s  special  responsibility  to  volun¬ 
teers  and  to  personnel  as  to  whom  it 
maintains  medical/psychiatric  informa¬ 
tion. 

This  notice  is  issued  in  Washington, 
D.C.  on  August  20,  1975. 

Michael  P.  Balzano,  Jr. 

Director.  ACTION. 


The  Agency  proposes  to  adopt  the  fol¬ 
lowing  notice  of  systems  of  records : 

Notice  of  Systeiss  of  Records 

PRELIMINARY  STATEMENT 

OPERATING  l/N/rS— Identification 
of  the  operating  units  within  the  Agency 
to  which  a  particular  system  of  records 
pertains  appears  as  “ACTION”  followed 
by  a  designated  abbreviation.  The  ab¬ 
breviations  and  their  meanings  are  as 
follows: 

OD — Office  of  the  Director 
DO — Office  of  Domestic  and  Anti-Pov¬ 
erty  Operations 

lO — Office  of  International  Operations 
OPP — Office  of  Policy  and  Planning 
CA — Office  of  Congressional  Affairs 
GC — Office  of  General  Counsel 
EO — Office  of  Equal  Opportunity 
AF — Office  of  Administration  and  Fi¬ 
nance 

ORC — Office  of  Recruitment  and  Com¬ 
munications 

OFFICIAL  PERSONNEL  F/LES— Offi¬ 
cial  personnel  files  of  Federal  employees 
in  the  General  Schedule  in  the  custody 
of  the  Agency  are  considered  the  prop¬ 
erty  of  the  Civil  Service  Commission. 
Access  to  such  files  shall  be  in  accordance 
with  such  notices  published  by  the  Com¬ 
mission.  Access  to  such  files  in  the  cus¬ 
tody  of  the  Agency  will  be  granted  to 
individuals  to  whom  such  files  pertain 
upon  request  to  the  Director,  Office  of 
Personnel  Management,  806  Connecticut 
Avenue,  N.W.,  Washington,  D.C.  20525. 

Files  of  employees  in  the  Foreign  Serv¬ 
ice  Reserve  which  are  not  specifically 
covered  by  the  Civil  Service  Commission 
publication  are  inter-filed  with  all  other 
personnel  files  and  treated  in  the  same 
manner.  The  Commission  publication  of 
notice  for  official  personnel  files  is  there¬ 
fore  adopted  by  reference  for  Foreign 
Service  personnel  files  in  the  custody  of 
the  Agency  provided  however  that  ac¬ 
cess,  contests  and  appeals  as  to  any  rec¬ 
ord  shall  be  heard  as  provided  in  accord 
with  ACJTION  Regulations  imder  the  Pri¬ 
vacy  Act. 

Various  offices  in  the  Agency  maintain 
files  which  contain  miscellaneous  copies 
of  personnel  material  effecting  ACTION 
employees.  This  would  include  copies  of 
standard  personnel  forms,  evaluation, 
etc.  These  files  are  kept  only  for  immedi¬ 
ate  office  reference  use  and  are  consid¬ 
ered  by  the  Agency  to  be  part  of  the  per¬ 
sonnel  file  system.  The  Agency’s  internal 
regulations  provide  that  such  informa¬ 
tion  is  a  part  of  the  general  personnel 
files  and  can  only  be  disclosed  through 
the  Director  of  the  Office  of  Personnel 
Management  in  order  that  he  may  insure ' 
that  any  material  to  be  disclosed  is  rele¬ 
vant,  material,  current,  and  fair  to  the 
individual  employee.  It  is  also  the  policy 
of  the  Agency  to  limit  the  use  of  such 
files  and  to  encourage  the  destruction  of 
as  many  as  possible. 

STATEMENT  OF  GENERAL  ROU¬ 
TINE  USES — The  following  routine  uses 
are  incorporated  by  this  reference  into 


each  system  of  records  set  forth  herein, 
unless  such  incorporation  is  specifically 
limited  in  the  system  description. 

1.  In  the  event  that  a  record  in  a  sys¬ 
tem  of  records  maintained  by  the  Agency 
indicates  any  violation  or  potential  vio¬ 
lation  of  the  law  whether  civil,  criminal, 
or  regulatory  in  nature,  and  whether 
arising  by  statute,  or  by  regulation,  rule 
or  order  issued  pursuant  thereto,  the 
relevant  record  in  this  system  of  records 
may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal, 
state,  local  or  foreign  charged  with  the 
responsibility  of  investigating  or  prose¬ 
cuting  such  violation,  or  charged  with 
enforcing  or  implementing  the  statute, 
rule,  regulation,  or  order  issued  pursuant 
thereto;  such  referral  shall  also  include 
and  be  deemed  to  authorize,  (1)  any  and 
all  appropriate  and  necessary  uses  of 
such  records  in  a  court  of  law  or  before 
an  administrative  board  or  hearing,  and 
(2)  such  other  interagency  referrals  as 
may  be  necessary  to  c^ry  out  the  receiv¬ 
ing  agencies  assigned  law  enforcement 
duties. 

2.  In  the  event  the  Agency  receives  a 
request  from  a  l^eral,  state  or  local  in¬ 
strumentality  imder  the  jurisdiction  of 
the  United  States  for  a  record  to  be  used 
for  a  civil  or  criminal  law  enforcement 
activity,  authorized  by  law.  such  record 
shall  be  disclosed  to  such  agency  or  in¬ 
strumentality  provided  ACTTION  receives 
a  written  request  from  the  head  of  such 
agency  or  instrumentality  specifying  the 
particular  portion  of  the  record  desired 
and  the  law  enforcement  activity  for 
which  the  record  is  sought. 

3.  A  record  may  be  disclosed  as  a  rou¬ 
tine  use  to  designated  officers  and  em¬ 
ployees  of  other  agencies  and  depart¬ 
ments  of  the  Federal  government  having 
an  interest  in  the  individual  for  employ¬ 
ment  purposes  including  the  hiring  or  re¬ 
tention  of  any  employee,  the  issuance  of 
a  security  clearance,  the  letting  of  a  con¬ 
tract,  or  the  issuance  of  license,  grant  or 
other  benefit  by  the  requesting  agmcy, 
to  the  extent  that  the  information  is 
relevant  and  necessary  to  the  requesting 
agency’s  decision  on  the  matter  involved, 
provided  however,  that  other  than  in¬ 
formation  furnished  for  the  issuance  of 
authorized  security  clearances,  informa¬ 
tion  divulged  hereunder  as  to  full-time 
volunteers  under  Title  I  of  the  Domestic 
Volunteer  Service  Act  of  1973  (42  U.S.C. 
4951)  or  the  Peace  Corps  Act  (22  U.S.C. 
2501)  shall  be  limited  to  the  provision  of 
dates  of  service  and  a  standard  descrip¬ 
tion  of  service  as  heretofore  provided  by 
the  Agency. 

4.  A  record  may  be  disclosed  as  a  rou¬ 
tine  use  in  the  course  of  presenting  evi¬ 
dence  to  a  court,  magistrate  or  adminis¬ 
trative  tribunal  of  appropriate  jurisdic¬ 
tion  and  such  disclosure  shall  include 
disclosures  to  opposing  counsel  in  the 
course  of  settlement  negotiations. 

5.  A  record  may  be  disclosed  as  a  rou¬ 
tine  use  to  a  member  of  Congress  sub¬ 
mitting  a  request  involving  an  individual 
who  is  a  constitutent  of  such  member 
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who  has  requested  assistance  from  the 
member  with  respect  to  the  subject  mat¬ 
ter  of  the  record. 

6.  Information  from  certain  systems  of 
records  especially  those  relating  to  ap¬ 
plicants  for  Federal  emplo3nnent  or  vol¬ 
unteer  service  may  be  disclosed  as  a 
routine  use  to  designated  officers  and 
employees  of  other  agaicies  of  the  Fed¬ 
eral  government  for  the  purpose  of  ob¬ 
taining  information  as  to  suitability, 
qualifications  and  loyalty  to  the  United 
States  govermnent. 

7.  Information  fixxn  records  systems 
may  be  disclosed  to  any  source  from 
which  information  is  requested  in  the 
course  of  an  investigation  to  the  extent 
necessary  to  idaatify  the  individual,  in¬ 
form  the  source  of  the  nature  and  pur¬ 
pose  of  the  investigation,  and  to  identify 
the  tjrpe  of  information  requested. 

8.  Information  in  any  system  may  be 
used  as  a  data  source,  for  management 
information,  for  the  production  of  sum¬ 
mary  descriptive  statistics  and  analyti¬ 
cal  studies  in  support  of  the  function  for 
which  the  records  are  collected  and 
maintained,  or  for  related  personnel 
management  functions  or  manpower 
studies.  Information  may  also  be  dis¬ 
closed  to  respond  to  general  requests  for 
statistical  information  (without  per¬ 
sonal  identification  of  individuals)  under 
the  Freedom  of  Information  Act  or  the 
Privacy  Act  or  to  locate  specific  individ¬ 
uals  for  personnel  research  or  other  per¬ 
sonnel  managonent  functions. 

EXEMPTION  OF  DISCLOSURE— 
NATIONAL  DEFENSE  AND  FOREIGN 
POLICY  MATTERS — Certain  systems  of 
records  covered  by  the  Act  and  main¬ 
tained  by  the  Agency  may  from  time  to 
time  contain  materials  subject  to  specific 
exemptions  authorized  by  5  U.S.C.  552a 
(k)  (1)  relating  to  national  defense  and 
foreign  policy  materials.  Such  materials, 
as  an  example,  might  consist  of  classified 
cables  or  other  documents  properly  clas¬ 
sified  under  Executive  Order.  The  Agency 
maintains  the  right  to  exempt  such 
materials  from  disclosure  wherev^  they 
might  S4>pear  in  such  systems  of  records,  v 
but  only  to  the  extent  necessary  to  pro¬ 
tect  su(^  material  as  required  by  Execu¬ 
tive  Order  and  various  statutes  in  the 
interest  of  national  defense  and  foreign 
p<^y. 

PARTIAL  EXEMPTION  OF  MEDI¬ 
CAL/PSYCHIATRIC  INFORMATION— 
Certain  ssrstems  of  records  maintained  by 
the  Agency  contain  medical/psychiatric 
information,  the  disclosure  of  which 
might  harm  an  individual  if  disclosed  di¬ 
rectly  to  him.  As  to  such  records,  if  in 
the  sole  judgment  of  appropriate  officials 
of  the  Agency  such  disclosure  could  have 
an  adverse  effect  upon  an  individual  un¬ 
der  the  provisions  of  6  U.S.C.  55a  (f)  (3) , 
disclosure  may  be  limited  to  a  j^ysician 
chosen  by  the  requesting  individual  or 
his  authorized  representative.  ' 
LOCATION  OF  REGIONAL  OF¬ 
FICES — ^The  Agency  maintains  ten  Re- 
gicxial  Offices  in  which  coiain  systems, 
or  parts  of  systems  are  maintained.  The 
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Agency  also  maintains  State  offices 
under  the  jurisdiction  of  the  Regional 
Offices.  The  Regional  Offices,  their 
addresses,  and  the  States  within  their 
respective  jurisdictions  are  listed  below. 

In  the  event  of  any  doubt  as  to  whether  a 
record  is  maintained  in  a  Regional  Of¬ 
fice,  a  query  may  be  directed  to  toe  Di¬ 
rector,  Administrative  Services,  ACTION, 
Washingt(m,  D.C.  20525,  who  shall  fur¬ 
nish  all  assistance  necessary  to  locate  a 
specific  record. 

ACTION  Region  I,  Joim  W.  McCormack  Fed¬ 
eral  Bldg.,  Room  1420,  Boston,  Massachu¬ 
setts  02109  (Massachusetts,  Maine,  New 
Hampshire,  Vermont,  Rhode  Island,  and 
Connecticut) . 

ACTION  Region  H,  26  Federal  Plaza,  16th 
Floor,  Suite  1611,  New  York,  New  York 
10007  (New  York,  New  Jersey,  Puerto  Rico 
and  Virgin  Islands) . 

ACTION  Region  in,  320  Walnut  Street. 
Suite  600,  \PhUadelphla.  Pennsylvania 
19106  (Pennsylvania,  Maryland,  District  of 
Columbia,  Delaware  and  Virginia). 

ACTION  Region  TV,  730  Peachtree  Street, 
N£.,  Room  896,  Atlanta,  Georgia  30308 
(Alabama,  Floilda,  Georgia,  Kentucky. 
Mississippi,  North  Carolina,  South  Caro¬ 
lina  and  Tennessee) . 

ACTION  Region  V,  1  North  Wacker  Drive,  3rd 
Floor,  Rm.  322,  Chicago,  lUlnols  60606 
(Illinois,  Indiana,  Michigan,  Minnesota, 
Ohio  and  Wisconsin) . 

ACTION  Region  VI,  Corrigan  Tower  Build¬ 
ing.  Suite  1600,  212  No.  St.  Paul  Street, 
Dallas,  Texas  76201  (Arkansas,  liotilslana. 
New  Mexico,  Oklahoma  and  Texas). 
ACTION  Region  vn.  n  Gateway  Center, 
Suite  330,  4th  and  State.  Kansas  City, 
Kansas  66101  (Iowa,  Kansas,  Missouri  and 
Nebraska) . 

ACTION  Region  vm,  614  Prudential  Plaza, 
1050  17th  Street,  Denver,  Colorado  80401 
(Colorado,  Wyoming,  Montana,  North  Da¬ 
kota,  South  Dakota  and  Utah) . 

ACTION  Region  IX,  100  McAllister  Street, 
Room  2400,  San  Francisco.  California  94102 
(Arizona,  Callfomla,  Hawaii  and  Nevada) . 
ACTION  Region  X,  1601  Second  Avenue, 
Seattle,  Washington  98101  (Akuka,  Idaho, 
Oregon  and  Washington) . 

/VOr/F/CAr/ON— Individuals  may  in¬ 
quire  as  to  whether  any  system  contains 
information  pertaining  to  them  by  ad¬ 
dressing  the  System  Manager  in  writing. 
Such  request  should  include  toe  name 
and  address  of  the  individual,  his  or  her 
social  security  number,  and  any  relevant 
data  concerning  the  information  sought. 
Where  possible,  toe  place  of  assignment 
or  employment,  etc.  Ih  case  of  any  doubt 
as  to  which  system  contains  a  record,  in¬ 
terested  individuals  may  contact  the  Di¬ 
rector,  Administrative  Services,  ACTEON, 
Washington.  D.C.,  20525,  who  has  overall 
supervision  of  records  systems  and  who 
will  provide  assistance  in  locating  and/or 
identifying  ai^popriate  systems. 

ACCESS  AND  CONTEST— In  response 
to  a  written  request  by  an  individual,  toe 
appropriate  System  Manager  shall  ar¬ 
range  for  access  to  the  requested  record 
or  advise  the  requester  if  no  such  record 
exists.  If  an  individual  wishes  to  contest 
toe  content  of  any  record,  he  or  she  may 
do  so  by  addressing  a  written  request  to 
the  Director,  Administrative  Services, 


ACTION,  806  Connecticut  Avenue,  N.W., 
Washington.  DC  20525.  The  Director 
shall  provide  all  necessary  information 
regarding  such  contest  and  appeal. 

AcncHf 

ALPHABXTICAl.  LISTTNO  OV  SYSTEMS  OV  SZCORUA 
FORWASOED  TO  THE  FEDERAI.  REGISTER  ON  AtT- 
•  GUST  20.  197S 

Accovints  Receivable  (Collection  of  Debts 
Record  &  Claims  Recmrd) 

ACTION  Travel  FUe 

Classified  Document  Security  Violation  File 
CiHnblned  Domestic  Operations  &  Interna¬ 
tional  Volimteer  Applicant  System 
Confilct  of  Interest  Records 
Congressional  FUes  System ' 

Data  Entry  Statistics  of  Keypunch  Operators 
Discrimination  Complaint  File 
Domestic  Full-Time  Volunteer  Census  Master 
FUe 

Domestic  &  International  Viflunteer  Security 
PUe 

Domestic  Program  Applicant  Medical  Record 
Domestic  Volimteer  Appeal  File 
Domestic  Volunteer  6ppUcant  Psychiatric 
Report  System 

Domestic  Volunteer  FuU-Tlme  Legal  PUe 
Domestic  Volunteer  FuU-Time  Personnel  FUe 
Domestic  Volunteer  Mpdlcal  FUe  6c  Medical 
Claims 

Domestic  Volunteer  PayroU  Records 
Domestic  Volunteers  Status  Change  System 
Employee  Indebtedness  PUes 
Employee  Payroll  Records 
Employee  Reemplojrment  &  Repromotlon 
Priority  Consideration 
Enq>loyee  Travel  FUe 
Employee  Unofficial  Personnel  FUes 
Former  Peace  Corps  Volunteer  Medical  Rec¬ 
ords 

Grievance  Appeal  &  Arbitration. 

Legal  FUes — Staff  6c  AppUcants  t 

Legal  FUes — ^Vedunteers  and  Applicants 
Management  Union  Recmrd  System 
Occupational  Injury  &  lUness  Reports 
Overseas  Health  Records 
Overseas  Staff  Personnel  Records 
Peace  Corp»s  Applicant  FUe  (1963-June  1974) 
Peace  Corps  Applicant  Records 
Peac^  Corps  Applicant  6c  Trainee  Medical 
History 

Peace  Corps  Medical  Evacuations/ Adminis¬ 
trative 

Peace  Corps  Medical  Evacuation  Cards 
Peace  Corps  Property  Records 
Peace  Corps  Trainee  6e  Volunteer  Personnel  A 
Pay  Record 

Peace  Corps  Volimteer  Authorized  Storage 
FUe 

Peace  Corps  Volunteer  Death  FUes 
Peace  Corps  Volunteer  Emergency  Leave 
System 

Peace  Corps  Vedunteers  Extenslon/Transfer/ 
Re-enrollment  System 
Peace  Corps  Volunteer  Financial  Re<»rds 
Peace  Corps  Volunteer  Persoxmel  &  Payroll 
System-Ciomputer 

Peace  Corps  Volunteer  Program  Ckirrespond- 
ence 

Peace  Ckirps  Volimteer  Terminatlon/Consul- 
tatlon  System 
Performance  Evaluation 
Persopal  Services  Contract 
Staff  Security  PUes 

Staff  &  Volunteer  Household  Storage  FUe 
Talent  Bank 

Theft  of  Employee  Property 
Travel  Authorization  FUe^ 

United  Nations  Volimteer  System 
Volunteer  Applicant  Record  System 
Voucher  Payment  Record  6t  Schedules  of 
Payments  FUe 
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Acnw/CA— 1 

System  name:  Congressional  Files  System — ACTION/CA  ' 

System  location:  Office  of  Congressional  Affairs/ACTION  806 
Connecticut  Avenue,  N.W.,  Washington,  D.C.  20525. 

Categories  of  imfividuals  covered  by  the  system:  Members  of  Con¬ 
gress. 

Categories  of  records  in  the  system:  The  records  in  this  system 
consist  of  bio-dat^,  voting  records,  ACTION  programs  in  members 
districts  or  states,  indications  of  program  concerns  of  members  of 
Congress  affecting  ACTION,  and  copies  of  incoming  and  outgoing 
correspondence  between  personnel  of  ACTION  and  members  of 
Congress. 

Authority  for  maintenance  of  the  system:  Peace  Corps  Act,  22 
U.S.C.  2501  et  seq.  and  Domestic  Volunteer  Service  Act  of  1973, 
42  U.S.C.  4951  et  seq. 

Routine  uses  of  records  maintained  in  the  system,  includhig  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Recoils  in  this  system 
are  not  subject  to  routine  use  outside  the  Agency. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  in  this  system  are  maintained  in  file  folders  in 
metal  filing  cabinets  in  a  room  locked  at  the  close  of  the  business 
day  in  a  building  having  a  24-hour  security  guard. 

Retrievability:  Records  in  this  system  concerning  members  of 
committees  concerned  with  ACTION  legislation  are  filed  by  Con¬ 
gressional  committee  and  within  each  conunittee  alphabetically; 
Congressional  correspondence  is  filed  alphabetically  by  last  name 
of  the  member. 

Safeguards:  Records  in  this  system  are  generally  available  only  to 
personnel  of  ACTION  having  a  need  for  such  inftHmation  in  the 
performance  of  their  official  duties  as  such. 

RetenUon  and  disposal:  Records  in  this  system  are  maintained 
permanently. 

System  managerfs)  and  address:  Assistant  Director  for  Congres¬ 
sional  Affairs/ACTION  806  Connecticut  Avenue,  N.W.,  Washing¬ 
ton,  D.C.  20525. 

Record  source  categories:  Information  in  system  of  record  is  ob¬ 
tained  from  the  following  category  of  sources:  1.  The  Congressional 
Directory,  Congressional  Records,  ongressional  Quarteriy,  Periodi¬ 
cals  and  standard  reference  materials.  2.  Members  of  Congress  and 
their  staffs.  3.  ACTION  employees.  4.  Newspaper  and  magazine 
puUications. 

ACTION/OfX>— 1 

System  name:  Discrimination  Complaint  Ffle 
System  locatioD:  Office  of  Equal  Opportunity,  ACTION  806  Con¬ 
necticut  Avenue,  N.W.,  Washington,  D.C.  20525. 

Categories  of  individuals  covered  by  the  system:  Any  employee  or 
applicant  for  employment  who  has  filed  a  complaint  of  discrimina¬ 
tion  against  ACTION. 

Categories  of  records  in  the  system:  Affidavits  maintained  con¬ 
cerning  the  following  information:  the  complaint,  correspondence 
related  to  the  complaint  and  copies  of  personnel  records  and  infor¬ 
mation  how  the  complaint  was  resolved. 

Authority  for  maintenance  of  the  system:  Executive  Order  11478 
and  5CFR  713,  222. 

Routine  uses  of  records  maintained  in  the  ^stem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Contents  of  these 
records  and  files  may  be  disclosed  and  used  as  follows:  a.  To  the 
Civil  Service  Commission  for  hearings  and/or  administrative  ap¬ 
peals  on  the  complaint  of  discrimination;  b.  To  the  Department  of 
Justice  in  connection  with  any  suits  brought  against  the  agency  for 
alleged  discrimination,  c.  To  the. Equal  Emf^yment  Opportunity 
Conmiission  for  advice  and  counsel  within  its  jurisdiction. 

Policies  and  practtecs  for  storing,  retrieving,  acccaring,  rctafaiing, 
and  dispoteng  of  records  in  the  sytem: 

Storage:  Files  are  maintained  in  folders  in  metal  file  cabinets  with 
manipulation  proof  combination  locks  when  not  in  immediate  use. 
Retrievability:  Files  are  indexed  alphabetically.* 

Safeguards:  Reervds  in  the  system  are  available  only  to  ap¬ 
propriate  personnel  in  the  Office  of  Equal  Opportunity  and  other 
designated  officials  of  ACTION  with  a  need  of  such  rosands  in  the 
performance  of  their  duties. 


Retention  and  fhsposal:  Records  are  retained  for  two  years  after 
the  close  of  the  case,  then  retired  to  the  Federal  Records  Center 
and  transferred  to  the  National  Archives  ten  years  after  the  case  is 
ended. 

System  manager(s)  and  address:  Director,  Equal  Employment  Op¬ 
portunity,  ACTION,  806  Connecticut  Avenue,  N.W.,  Washington, 
D.C.  20525. 

Record  source  categories:  Date  in  this  system  is  obtained  from  the 
following  categories  of  sources:  1.  En^loyees  of  ACTION  involved 
as  complainants,  witnesses,  etc.  in  discrimination  complaints.  2.  Re¬ 
ports  of  investi^tions  and  other  materials  prepaied  by  ^ual  Em¬ 
ployment  Opportunity  Officers,  counsellors  and  investigators.  3. 
Copies  of  A^ncy  documents  rdevant  to  any  EO  investigation.  4. 
Records  of  hearings  on  complaints. 

ACneWM/AF— 1 

System  name:  Former  Peace  Corps  Volunteer  Medical 
Records — ACTION/IO 

System  location:  Office  ot  Health  Services/ACTION  1735  Eye 
Street,  N.W.,  Washington,  D.C.  20525. 

Categories  of  imfividuals  covered  by  the  system:  Former  Peace 
Corps  Vrrfunteers 

Categories  of  records  in  the  system:  Records  maintained  contain 
all  methcal  histories  of  former  Volunteers.  ' 

Authority  for  maintenancr  of  the  system:  Peace  Corps  .Act,  22 
U.S.C.  2501  et  seq. 

Roirtine  uses  of  records  maintained  in  the  qrstem,  including  cteego- 
rics  of  users  and  the  purposes  of  sudi  uses:  The  contents  of  th^ 
records  and  files  may  be  chsclosed  as  follows:  To  the  Office  of 
Woficers  Compensation  (rf  the  Department  of  Labor  in  connection 
with  claims  fil^  under  the  Federal  Employees  Compensation  Act. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  reobrds  in  the  sytem: 

Storage:  Rles  are  maintained  in  frdders  in  metal  file  cabinets  in  a 
room  iMked  during  (rff-duty  hours,  and  in  a  budding  with  24  hour 
security  guard. 

Retrievability:  Files  are  retrieved  alphabetically  by  last  name. 
Safeguards:  Records  in  the  system  are  available  only  to  ap- 
l»ooriate  personnd  in  the  Office  of  Health  Services  and  other  ap¬ 
propriate  offkuds  of  ACTION  having  a  need  of  such  records  in  the 
performaiKe  of  their  official  duties. 

Retention  and  djsjwsal:  Records  are  retained  for  two  years  after 
the  volunteer  terminates  aiKl  are  then  retired  to  the  Federal 
Records  Center.  The  Federal  Reemds  Center  retains  the  record  for 
fifty  years  and  then  destroys  them.  In  addition,  normal  x-rays  are 
retained  fev  five  years  and  then  destroyed.  Abnormal  x-rays  are 
retained  25  years  and  then  destroyed.  AH  records  are  destroyed  by 
burning  aikl  shredding. 

'  System  inimager(s)  and  address:  Chief,  Health  Bettefits  and  Anal¬ 
ysis  Division  Office  of  Health  Services/ACTION  1735  Eye  Street, 
N.W.,  Washington,  D.C.  20525. 

Record  source  categories:  Information  is  obtained  from  the  f<H- 
lowing  categories  of  sources:  1.  Physicians,  dentists,  and  otiier 
medical  personnel  who  have  treated  or  examined  the  individual  or 
his  records.  2.  Peace  Corps  medical  personnel.  3.  Individuals  who 
are  the  subjects  of  the  records. 

ACTKm/AF— 2 

System  name:  Travel  Authorization  File — ACTION/AF 
System  loadion:  Fiscal  Services  Division/ Administration  and 
finance  ACTION  806  Connecticut  Ave.,  N.W.,  Washington,  D.C. 
20525. 

Categories  of  individuals  covered  by  the  system:  Any  ACTION 
employee,  volunteer  or  persmr  invited  to  travri  for  ACTION. 
Categories  of  records  fas  the  system:  Files  consist  of  copies  of 
"  oUigated  travel  authorizations,  travel  vouchers,  receipts,  records  of 
payments,  and  other  materials  rdated  to  official  traveL 
Authority  lor  mBintenimrs  of  the  system:  The  Domestic  Volunteer 
Service  Art  of  1973,  42  U.S.C.  4951  et  seq.  and  the  Peace  Corps 
Act,  22  U.S.C.  2051  et  s(^.;  The  Budget  and  Accounting  Act  of 
1921 ;  Accounting  and  Auditing  Act  of  1950;  and  the  Federal  Claim 
Collection  Art  of  1966. 

Routine  uses  of  records  mafaatadnedin  the  system,  inchidfaw  catego¬ 
ries  of  users  and  the  .purposes  of  such  uses:  Contents  of  these 
records  and  files  may  be  disclosed  and  used  as  follows:  a-  To  the 
Department)  of,.  Treasury  which  receives  a  copy  of  the  travri 


FEDERAL  REGISTER,  VOL.  40.  NO.  176 — WEDNESDAY,  SEPTEMBER  10,  1975 


42116 


voucher  forwarded  with  the  Voucher  and  Schedtde  of  Payment 
(SF-1 16)  for  forwarding  to  the  payee. 

Policies  and  practices  for  staring,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytcm: 

Storage:  Files  are  maintained  in  file  ftdders  in  filing  cabinets  with 
bar  locks,  key  locks  or  manipulation  proof  coml^ation  locks  when 
not  in  immediate!  use. 

Retrievability:  Files  are  indexed  alpliabetically  by  last  name. 
Safeguards:  Records  iit„  the  system  are  av^lable  only  to  ap¬ 
propriate  personnel,  Fiscal^rvices  Division,  and  other  appropriate 
officials  of  ACTION  with  the  need  for  such  records  in  the  per¬ 
formance  of  their  duties. 

Retention  and  disposal:  Records  are  held  for  three  years  and 
retired  to  the  Federal  Records  Center  in  accordance  with  General 
Accounting  Office  instructions. 

System  managerfs)  and  address:  Chief,  Fiscal  Services  Division, 
Administration  and  Finance/ AC llON  1735  Eye  Street,  N.W., 
Washington,  D.C.  20525. 

Record  source  categories:  Data  in  this  system  is  obtained  from 
forms  submitted  by  individuals  engaging  in  official  travel,  and  other 
ACTION  employees. 

ACnON/AF— 3 

System  name:  ACTION  Employees  Occupational  Injury  and  Illness 
Reports — ACTION/AF 

System  location:  Maintained  at  Headquarters,  ACTION  and  all 
ACTION  Domestic  Regional  Offices 

Categories  of  individuals  covered  by  the  system:  ACTION  em¬ 
ployees  who  have  had  job-related  injuries  or  illnesses. 

Categories  of  records  in  the  system:  Reports  of  occupational  inju¬ 
ries  and  illnesses  and  medical  reports  with  respect  thereto. 

Authority  for  maintenance  of  the  system:  The  Occupational  Safety 
and  Health  Act  of  1970  Executive  Order  11807  Federal  Employees 
Compensation  Act  Regulations  of  the  U.S.  Department  of  Labor 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Occupational  injury  and 
illness  reports  are  maintained  in  order  to  provide  data,  including 
statistical  data  required  by  the  following  agencies:  Office  of 
Federal  Agency  Programs,  Occupational  Safety  and  Health  Ad¬ 
ministration,  Department  of  Labor;  Office  of  Workers  Compensa¬ 
tion  Programs,  the  Department  of  Labor. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposhig  of  records  in  the  sytem: 

Storage:  Files  are  maintained  in  folders  in  metal  file  cabinets  with 
manipulation  proof  combination  lock. 

Retrievability:  Records  are  indexed  in  alphabetical  order. 
Safeguards:  Records  are  available  only  to  ACTION  employees 
having  a  need  for  such  records  in  the  performance  of  their  official 
duties.  ‘ 

Retention  and  disposal:  Files  in  this  system  are  retained  for  a 
period  of  five  years  following  the  calendm  year  to  which  they  are 
related  and  then  destroyed  by  burning  or  shredding  in  accordance 
with  standard  procedures. 

System  managerfs)  and  address:  Director,  Office  of  Health  Ser¬ 
vices,  ACTION  806  Connecticut  Avenue,  N.W.  Washington,  D.C. 
20525 

Record  source  categories:  Information  contained  in  the  system  is 
obtained  from  the  following  categories  of  sources:  Employees  who 
have  suffered  a  work-related  illness  or  injury  ACTION  Supervisory 
personnel  Medical  personnel  treating  or  examining  the  emi^oyee 
Witnesses  to  an  accident  or  occurrence  giving  rise,  to  a  claim. 

ACnON-AF— 4 

System  name:  Data  Entry  Statistics  of  Keypunch  Opera¬ 
tors— ACTION- AF 

System  tocation:  Office  of  Accounting  and  Computer  Services 
Parmnount  Building  Washington,  D.C.  20525 
Categories  of  faidividuals  covered  by  the  system:  Employees  of 
ACTION  who  are  Data  Entry  Operators 
Categories  of  records  in  the  system:  Job  performance  data  contain¬ 
ing  such  information  as  key  sti^e  and  error  rate. 

Authority  for  majntenance  of  the  system:  Domestic  Vcdimteer  Ser¬ 
vice  Act  of  1973  42  U.S.C.  49S1  et  seq.;  and  the  Peace  Corps  Act  22 
U.S.C.  2501  et.  seq. 


Routine  uses  of  records  maintained  in  the  system,  induing  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Geiteially  spesdeing  the 
informaticHi  in  this  file  will  not  be  routinely  available  outside  the 
agency  since  most  routine  uses  will  have  to  do  with  the  personal 
performance  within  ACTION.  This  is  a  computerized  file. 

Policies  and  practices  fw  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  ^em: 

Storage:  The  Records  herein  are  stored  on  magnetic  tape  which  is 
kept  in  a  locked  room  when  not  in  use. 

Retrievability:  Records  are  retrieved  by  five  digit  operator 
number. 

Safeguards:  The  material  on  these  tapes  is  generally  available 
only  to  Programmers  and  Systems  Analysts  in  the  Office  of  Ac¬ 
counting  and  Computer  Services.  It  is  coded  as  to  be  unavaflable  to 
anyone  else. 

Retention  and  disposal:  Records  are  maintained  indefinitely  to 
provide  annual  woiidoad  statistics.  Record  copy  kept  in  operations 
division  for  annual  workload  figures. 

System  managers)  and  address:  Deputy  Director  for  Data 
Processing,  ACTION,  Paramount  Building,  1735  Eye  Street,  N.W., 
Washington,  D.C.  20525. 

Record  source  categories:  An  automatic  counter  on  each  machine. 
ACnON-AF— 5 

System  name:  Peace  Corps  Applicant  and  Trainee  Medical  Histo¬ 
ry— ACTION-AF 

System  location:  Office  of  Health  Services;  ACTION;  1735  Eye 
Street,  N.W.,  Washington,  D.C.  20525 
Categories  individuals  covered  by  the  system:  Applicants  for 
Peace  Corps  and  Peace  Corps  trainees. 

Categories  of  records  in  the  system:  Records  maintained  in  this 
system  consist  of  medical  histories.  '* 

Authority  for  maintenance  of  the  system:  The  Peace  Corps  Act,  22 
U.S.C.  2501  et  seq. 

Routine  uses  of  records  nudntained  in  the  system,  including  catego¬ 
ries  cl  users  and  the  purposes  of  such  uses:  The  contents  of  these 
records  and  files  may  disclosed  and  used  as  follows:  1.  Informa¬ 
tion  in  this  system  may  be  provided  to  medical  personnel  engaged 
in  treatment  of  the  individual  to  whom  the  record  pertains  upon 
request  in  situations  vriiere  it  is  not  feasible  to  obtain  the  consent 
of  such  individual.  2.  Information  will  be  given  to  a  physician  of 
the  applicant’s  choice  upon  written  request  of  the  individual  to 
whom  the  record  pertains. 

Policies  and  practices  lor  storing,  retrieving,  accessing,  ret^ning, 
and  dispoang  of  records  in  the  sytem: 

Stonge:  Files  20*0  maintained  in  folders  in  metal  filing  cabinets 
with  numipulation  proof  combination  locks. 

Retrievability:  Records  are  maintained  in  alphabetical  order. 
Safeguards:  Records  in  this  system  are  available  only  to 
authorized  personnel  of  the  Office  of  Health  Services  with  a  need 
for  such  records  in  the  performance  ctf  their  duties. 

Retentirai  and  disposal:  Records  of  applicants  who  do  not  become 
trainees  are  retained  for  one  year  and  destroyed.  Records  of 
trainees  who  do  not  become  volunteers  are  retained  for  two  years 
and  then  destroyed.  Records  of  Peace  Corps  volunteers  accompany 
the  volunteers  overseas  and  upon  termination  of  service  the  record 
is  retired  to  the  Federal  Records  Center  and  destroyed  after  50 
years  in  accord  with  its  scltedule  by  burning  and  shredding. 

System  managerfs)  and  address:  Director,  Medical  Screening  and 
Services  Division  Office  of  Health  Services,  1735  Eye  Street,  N.W. 
Washington,  D.C.  20525. 

Record  source  categories:  Information  contained  in  this  system  is 
obtained  from  the  following  sources:  1.  The  individual  applicant  or 
trainee  2.  Physicians  and  other  medical  personnel  who  have  ex¬ 
amined  or  treated  the  individual.  3.  Personnel  in  the  Office  of 
Health  Services. 

ACnON-AF— 6 

Syriem  name:  Domestic  Volunteer  Applicant  Psychiatric  Report 
System — ACTTON-AF 

System  location:  Office  of  Health  Services/ AC i  lON  1735  Eye 
Street,  N.W.,  Washington,  D.C.  20525. 

Categories  of  ia^viduals  covered  by  the  system:  Any  person  who 
has  ap^ed  as  a  vtrfunteer  in  an  A(^ON  domestic  program  who 
repents,  or  is  reported  by  a  physician  or  counselor,  to  have  a  histo¬ 
ry  d  psychiatric  treatment 
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Categories  of  records  in  the  systeno:  The  records  maintained  in  this 
system  consist  of  histories  of  psychiatric  or  psychological  treat¬ 
ment. 

Authority  for  maintenaDce  of  the  system:  Domestic  Vcdunteer  Ser¬ 
vice  Act  of  1973  42  U.S.C.  4951  et  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  odego- 
ries  of  users  and  the  purposes  of  such  uses:  The  contents  of  these 
records  and  files  may  be  disclosed  and  used  as  follows:  (a) 
Psychiatrists  or  clinical  psychologists  when  necessary  for  treatment 
of  the  individual  to  whom  the  record  pertains.  To  the  extent 
ticable  such  disclosures  will  not  be  nuule  without  the  ai^roval  of. 
such  individual,  (b)  The  existence  of  these  records  but  not  their 
contents  may  be  disclosed  to  designated  officers  and  employees  of 
other  agencies  and  dejtartments  of  the  Federal  Government  and  the 
District  of  Columbia  ^venfment  having  an  interest  in  an  individual 
for  employment  purposes  including  a  security  clearance  or  access 
determination. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  maintained  in  file  folders  in  metal  filing 
cabinets  with  manipulation  proof  combination  locks. 

Retrievability:  These  records  are  maintained  in  alphabetical  order. 
Safeguards:  Records  are  availaUe  only  to  personnel  of  the  Office 
of  Health  Services  having  a  need  for  such  records  in  the  per¬ 
formance  of  their  duties.  • 

Retention  and  disposair  Records  of  applicants  who  do  not  become 
volunteers  are  destroyed  at  the  end  of  two  years  by  shredding  or 
burning.  Reco^s  of  applicants  who  do  become  volunteers  become 
part  of  the  volunteer’s  medical  folder  and  are  retained  in  the 
Federal  Records  Center  and  destroyed  in  accwdance  with  this 
regulation. 

System  nianager(s)  and  address:  Director,  Medical- Screening  and 
Services  Division  Office  of  Health  Secvices/ACTION  806  Connec¬ 
ticut  Avenue,  N.W.  Washington,  D.C.  20525. 

Record  source  categories:  Information  in  this  system  is  obtained 
from  the  following  sources:  Category  of  Sources:  1.  Individuals 
who  are  subject  to  the  records.  2.  Physicians,  psychiatrists  and 
psychiatric  medical  personnel. 

ACnON/AF— 7 

System  name:  Classified  Document  Security  Violation 
FUe— ACTION/AF 

System  location:  Facilities  and  Property  Management  Division  Of¬ 
fice  of  Administrative  Services/ AC I'lON  806  Connecticut  Avenue, 
N.W.,  Washington,  D.C.  20525. 

Categories  of  individuals  covered  by  the  system:  Any  ACTION 
employee  responsible  for  using  or  taking  care  of  classified  docu¬ 
ments. 

Categories  of  records  in  the  system:  Records  maintained  contain 
information  about  security  violations  and  the  handling  of  classified 
documents  in  the  National  defense  of  the  United  States,  copies  of 
notices  sent  to  employees,  and  action  taken  with  respect  to  such 
violations. 

Authority  for  mahitenancc  of  the  system:  Peace  Corps  Act,  22 
U.S.C.  2501  et  seq.- 

Routine  uses  of  records  maintafaied  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  this 
system  may  be  used  and  disclosed  for  routine  uses  noted  in-para-  - 
graphs  1  and  2  of  the  Preliminary  Statement. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytm: 

Storage:  Files  are  maintained  in  a  safe. 

Rctrievability:  Records  are  indexed  in  alphabetical  order. 
Safeguards:  Records  in  this  system  are  available  only  to  ACTION 
employees  having  a  need  for  such  records  in  the  performance  of 
their  duties. 

Retentioa  and  disposal:  Records  are  kept  for  three  yehrs  and  then 
destroyed  by  shredding. 

System  managerfs)  and  address:  Chief,  ^Facilities  and  Prepay  . 
Management  Division  Administrative  Services  Division/ACTION 
806  Connecticut  Avenue,  N.W.,  Washiitgton,  D.C.  20525. 

Record  source  categories:  Informatum  obtained  from  individuals 
allegedly  committing  a  security  vkdation  and  secnaty  building 
guards. 


ACnON/AF— 8 

System  name:  Grievance,  Appeal  and  Arbitration — ACTION/AF 
System  location:  Labor  and  EngJoyee  Relations  Division  Office 
of  Personnel  Management/ACTION  806  Connecticut  Avenue, 
N.W.,  Washington,  D.C.  20525. 

Categories  of  individuals  cowed  by  the  system:  Any  individual  in¬ 
volved  in  a  grievance  or  grievance  appeal  or  >«iK>  h^  filed  a  com¬ 
plaint  with  the  Department  of  Latxxr,  Federal  LalxM*  Relations 
Couttcil,  Federal  Mediation  and  Qmciliation  Service,  or  similar  or¬ 
ganization. 

Categories  of  records  in  the  system:  This  system  contains  copies 
of  petitions,  complaints,  chaiges,  responses,  rebuttals,  evidentiary 
material,  briefs,  affidavits,  statements,  records  of  hearings  and 
decisions  or  findings  of  fact  with  respect  thereto  and  incidental  cor- 
'  respondence  regarding  comfdaints  and  appeals  with  respect  to 
grievances  and  Nitration  matters.  • 

Authority  for  maintenance  of  the  system:  The  Peace  Corps  Act,  22 
U.S.C.  2501  et  seq.  and  the  Dcnnestic  Vtdunteer  Service  Act  of 
1973,  42  U.S.C.  4951  et  seq.  and  provisions  of  the  Federal  Person¬ 
nel  Manual. 

Routine  uses  of  records  maintauied  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  contents  of  th^ 
reccHrds  and  files  may  be  disclosed  and  used  as  follows:  1.  To  the 
Civil  Service  Commission  on  request  in  conjunction  with  any  ap¬ 
peal  or  in  conjunction  with  its  official  duties  with  regard  to  person¬ 
nel  nuktters  and  investigation  regarding  complaints  ^  Federal  em¬ 
ployees  and  applicants.  2,  To  designated  officers  and  employees  of 
other  Federal  agencies  conductingrinvestigations  of  an  individual 
for  the  purpose  of  granting  a  security  clearance  or  access  deter¬ 
mination,  a^  having  a  need  to  evaluate  qualifications,  suitability, 
and  loyalty  to  the  United  States  Government  in  connection  with 
employment.  3.  In  the  event  at  any  indication  of  any  viedation  or 
potential  violation  of  the  law,  whet^  civfl,  criminal,  or  regulatory 
in  nature,  and  ubether  arising  by  statute  or  be  regudation,  rule  or 
order  issued  pursuant  thereto,  the  relevant  records  in  the  system 
-  may  be  referr^,  as  a  routine  use,  to  the  appropriate  Federal  agen¬ 
cy,  charged  with  the  responsitnlity  of  investigating  or  prosecuting 
such  violation  or  chared  with  enforcing  or  implementing  the 
statute,  rule,  regulation  or  order  issued  pursuant  thereto.  Such 
referral  shaU  also  include  and  be  deemed  to  authorize,  (1)  any  and 
all  appropriate  and  necessary  uses  of  such  records  in  a  court  of  law 
and  Itefore  an  administrative  board  or  hearing,  including  referrals 
related  to  probation  and  parole  matters,  and  (2)  such  other  inter¬ 
agency  referrals  as  may  be  necessary  to  carry  out  the  receiving 
agency’s  assigned  law  enforcement  duties,  provided,  however,  that 
in  the  event  of  a  request  for  records  in  this  system  from  a  Federal 
agency  for  a  civil  or  criminal  law  enforcement  activity,  authorized 
by  law,  the  record  shall  be  disclosed  only  upon  written  request 
signed  by  the  head  of  such  agency  or  instrumentality  specifying  the 
particular  portion  desired  in  the  law  enfenreement  activity  for  which 
the  record  is  sought  4.  To  designated  hearing  examiners,  arbitra¬ 
tors  and  third-party  ^>pellate  authorities  inverived  in  the  hearing  or 
ai^al  processes. 

Polkks  and  inactices  lor  storing,  retrieving,  accessing,  retaining, 
and  disporing  of  records  in  the  sytem: 

Storage:  Records  are  maintained  in  folders  in  metal  file  cabinets 
with  three  way  combination  locks. 

Rctrievability:  Records  are  indexed  m  alphabetical  order. 

Safeguards:  Records  in  the  system  are  available  only  to  ACTION 
officials  having  need  fev  such  reemrds  in  the  performance  of  their- 
official  duties. 

Retention  and  dispesal:  Records  are  retained  indeflnitriy  in  the 
.  files  of  the  Labor  and  Emfdoyee  Relations  Division 
_  System  managerCs)  and  address:  Chief,  Labor  and  Emfdoyee  Rela¬ 
tions  Division  Office  of  Personnel  Management/ACTION  806  Con¬ 
necticut  Avenue,  N.W.,  Washington.  D.C.  20525. 

Record  source  categoric  Information  contained  in  the  system  is 
obtained  frmn  the  following  cat^mies  of  sources:  1.  ACTION  em¬ 
ployees.  2.  M^tnesses  to  any  occurrence  giving  rise  terti  grievance, 
appeal  or  other  action.  3.  Hearing  records  and  affidavits  and  other 
dcoiments  used  or  usaUe  in  connection  with  such  hearings. 

ACnON/AF— 9 

System  name:  Dcmiestic  Vtdunteer  Appeal  File— ACTION/AF 

System  location:  Labor  and  Employee  Rdations  Divisioo  Office 
of  Personnel  Management/ AL/tlON  806  Connecticut  Avenue, 
N.W.,  Washington,  D.C.  20S2S.  ■ 
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Categories  of  individuals  covered  by  the  system:  Persons  serving 
as  volunteers  in  ACTION  domestic  full-time  programs  appealing 
any  action  terminatinq  such  volunteer,  or  any  action  of  the  Agency 
affecting  such  individual  selected  for  volunteer  service  and  any 
other  appealable  matters  affecting  domestic  volunteers  and  appli¬ 
cants. 

Categories  of  records  in  the  system:  The  records  contain  applica¬ 
tions  or  petitions  relating  to  volunteers’  appeals,  including  replies, 
rebuttals,  hearing  records,  documentary  evidence,  determinations 
and  records  of  resulting  actions. 

Authority  for  maintenance  of  the  system:  The  Domestic  Volunteer 
Service  Act  of  1973,  42  U.S.C.  4951  ct  seq. 

Routine  uses  of  records  maintained  in  the  sy  stem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  contents  of  these 
records  may  be  used  and  disclosed  as  follows:  1.  In  the  event  of 
any  indication  of  any  violation  or  potential -violation  of  the  law, 
whether  civil,  criminal,  or  regulatory  in  nature,  and  whether  arising 
by  statute  or  regulation,  rule  or  order  issued  pursuant  thereto,  the 
relevant  records  in  the  system  may  be  referred,  as  a  routine  use,  to 
the  appropriate  Federal  agency  charged  with  the  responsibility  of 
investigating  or  prosecuting  such  violation  or  charged  with  enforc¬ 
ing  or  implementing  the  statute,  rule,  regulation  or  order  issued 
pursuant  thereto.  Such  referral  shaU  also  include  and  be  deemed  to 
authorize,  (1.)  any  and  all  appropriate  and  necessary  uses  of  such 
records  in  a  court  of  law  and  before  an  administrative  board  or 
hearing,  including  referrals  related  to  probation  and  parole  matters, 
and  (2)  such  other  inter-agency  referrals  as  may  be  necessary  to 
carry  out  the  receiving  agency’s  assigned  law  enforcement  duties, 
provided  however,  that  in  the  event  of  a  request  for  records  in  this 
system  fron.  a  Federal  agency  for  a  civil  or  criminal  law  enforce¬ 
ment  activity,  authorized  by  law,  the  record  shall  be  disclosed  only 
upon  written  request  signed  by  the  head  of  such  agency  or  instru¬ 
mentality  specifying  the  particular  portion  desired  in  Ae  law  en¬ 
forcement  activity  for  which  the  record  is  sought. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  rewds  in  the  sytem: 

Storage:  Records  are  maintained  in  folders  in  metal  file  cabinets 
with  three-way  combination  locks. 

Retrievability:  Records  are  indexed  in  alphabetical  order. 

Safeguards:  Records  in  the  system  are  generally  available  only  to 
employees  of  the  Agency  having  the  need  for  such  records  in  the 
peiiormance  of  their  duties. 

Retention  and  disposal:  Records  in  this  system  are  maintained  for 
3  years  and  then  retired  to  the  Federal  Records  Center  for  disposi¬ 
tion  in  accordance  with  regulations. 

System  manageris)  and  address:  Chief,  I,abor  and  Employee  Rela¬ 
tions  Division  Office  of  Personnel  Management/ AC  HON  806  Con¬ 
necticut  Avenue,  N.W.  Washington,  D-C.  20525. 

Record  source  categories:  Information  in  this  system  is  obtained 
from  the  following  sources:  1.  Volunteers  and  trainees.  2.  ACTION 
officials.  3.  Officials  of  sponsoring  organizations.  4.  Individuals 
with  personal  knowledge  of  the  occurrence  which  are  the  subject  of 
--  any  appeal. 

ACTION/ AF— 10 

System  name:  Employees  Indebtedness  Files — ACTION/AF 
System  location:  Labor  and  Employee  Relations  Division  Office 
of  Personnel  Management/ ACl  ION  806  Connecticut  Avenue, 
N.W.,  Washington.  D.G.  20525. 

Categories  of  individuals  covered  by  the  system:  Present  and 
former  ACTION  employees  on  whom  correspondence  has  been 
received  to  the  effect  that  they  have  failed  to  honor  a  debt. 

Categories  of  records  in  the  system:  The  system  contains  recends 
which  are  primarily  correspondence  regarding  alleged  indebtedness 
of  ACTION  employees,  including  eit^iloyees’  responses,  the  Agen¬ 
cy’s  response  to  the  employee  and/or  creditor  and  administrative 
correspondence  and  records  relating  to  Age^y  assistance  to  the 
employee  in  resolving  the  indebtedness,  if  appropriate. 

Authority  for  maintenance  of  the  system:  The  Peace  Corps  Act,  22 
"  U.S.C.  2501  et  seq.  and  the  Domestic  Volunteer  Service  Act  of 
1973,  42  U.S.C.  4951  et  seq.  and  the  provisions  of  the  Federal  Per¬ 
sonnel  Manual  and  the  Foreign  Affairs  Manual,  relating  to  employee 
indebtedness. 

Routine  uses  of  records  maintained  in  the  system,  inclutttog  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  contents  of  these 
records  and  files  may  be  disclosed  and  used  as  follows:  a.  To 


designated  officers  and  emidoyees  of  other  agencies  and  depart- 
meni.>  of  the  Federal  Government,  having  an  interest  in  an  in¬ 
dividual  for  employment  purposes,  including  a  security  clearance  or 
access  determination,  and  a  need  to  evaluate  qualifications,  suita¬ 
bility,  and  loyaltV  to  the  United  States  Government,  b.  In  the  event 
of  any  indication  of  any  violation  or  potential  viedation  of  the  law, 
whether  civil,  criminal,  or  regulatm^  in  nature,  and  whether  arising 
by  statute  or  by  regulation,  rule  or  order  issued  pursuant  thereto, 
the  relevant  r^ords  in  the  system  may  be  referred,  as  a  routine 
use,  to  the  appropriate  Feder^  Agency,  charged  with  the  responsi¬ 
bility  of  investigating  or  prosecuting  such  violation  ch*  charged,  with 
enforcing  or  implementing  the  statute,  rule,  regulation  or  order  is¬ 
sued  pursuant  thereto.  Such  refenal  shall  also  include  and  be 
deemed  to  authorize,  (1)  any  and  all  apprcqpriate  and  necessary  uses 
of  such  records  in  a  court  of  law  and  before  an  administrative 
board  or  hearing,  including  referrals  related  to  probation  and  parole 
matters,  and  (2)  such  other  inter-agency  referrals  as  may  be  neces¬ 
sary  to  carry  out  the  receiving  agency’s  assigned  law  enforcement 
duties,  provided  however,  that  in  the  event  of  a  request  for  records 
in  this  system  from  a  Federal  agency  for  a  civil  or  criminal  law  en¬ 
forcement  activity,  authorized  by  law,  the  record  shall  be  disclosed 
only  upon  written  request  signed  by  the  head  of  such  agency  or  in¬ 
strumentality  specifying  the  particular  portion  desired  in  the  law  en¬ 
forcement  activity  for  which  the  record  is  sought. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  at  records  in  the  sytem: 

Storage:  Records  in  the  system  are  maintained  in  fOe  feeders  in 
metal  file  cabinets  with  three  way  combination  locks. 

Retrievability:  Records  are  indexed  in  alphabetical  order. 

Safeguards:  These  records  are  generaUy  available  only  to  person- 
nel  of  Labor  and  Employee  Relations  Division  and  other  ACTION 
officials  having  a  need  for  such  recoids  in  the  performance  of  their 
official  duties. 

Retention  and  disposal:  The  system  is  purged  on  a  bi-annuai 
basis.  Any  records  as  to  which  the  problem  has  been  resolved  are 
■  destroyed  at  such  time. 

System  manager(s)  and  address:  Chief,  Labor  and  Enyloyee  Rela¬ 
tions  Division,  Office  of  Personnel  Management/ ACTION,  806 
Connecticut  Avenue,  N.W.,  WashingU<n,  D.C.  20525. 

Record  source  categories:  Information  in  this  system  is  obtained 
from  the  following  category  of  so'irces:  1.  Alleged  creditors  of  em¬ 
ployees;  2.  Employees.  3.  ACTION  officials. 

ACTTON/AF— 11 

System  name:  ACTION  Travel  Files — ACTION/AF 

System  loodion:  Chief,  Travel  and  Transportation  Division  Office 
of  Administrative  Services/ ACTION  806  Connecticut  Avenue, 
N.W.,  Washington,  D  C.  20525. 

Categories  of  individuals  covered  by  the  system:  Any  ACTION 
employee,  volunteer,  consultant,  contractor  or  other  individual  who 
travels  on  agency  business. 

Categories  of  records  in  the  system:  Records  maintained  contains 
travel  authorization  itinerary  Government  Bills  of  lading,  packing 
letter  and  passport  numbers  which  are  included  for  overseas  travel, 
and  other  travel  related  material. 

Authi^y  for  midntenancc  of  the  system:  The  Domestic  Verinnteer 
Service’  Act  of  1973,  42  U.S.C.  Section  4951  et  seq.;  the  Peace 
Corps  Act,  22  U.S.C.  Section  2501  et  seq.;  The  Bud^t  ahd  Ac¬ 
counting  Act  of  1921 ;  the  Accounting  and  Auditing  Act  1950;  the 
Federal  Claim  Collection  Act  of  1966. 

Routine  uses  of  records  maintained  in  the  system,  faiclading  catego¬ 
ries  at  users  asid  the  purposes  of  such  uses:  See  Preliminary  State¬ 
ment. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Files  are  maintained  ip  key  locked  cabinets. 

Retrievability:  Records  are  arranged  alphabetically  by  name  in  ac¬ 
cord  with  categories,  i.e.,  staff  travd  file.  Peace  Corjis  vcrfwteer 
travel  file.  Domestic  Vtrfunteer  travel  file,  and  consultants,  experts 
and  invitational  travel  files. 

Safeguards:  Records  are  available  only  to  appropriate  personnel. 
Office  of  Travd  and  Transportation  Division  and  other  appropriate 
officials  of  ACTION  with  need  for  such  records  fw  the  per¬ 
formance  of  their  duties. 

Retention  and  diq;xMal:  Records  in  ths  system  are  maintained  in 
the  Travel  and  TransportatkHi  iMvision  two  years  after  the  em¬ 
ployee  leaves  the  agency  and  are  then  burned. 
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System  manageits)  and  addrcs:  Chief,  Travel  and  Transportation 
Division  Office  of  Administrative  Services  ACTION,  806  Connec¬ 
ticut  Avenue,  N.W.,  Washington,  D.C.  20525. 

Record  source  categories:  Information  is  obtained  from  the  fcd- 
lowing  categories  of  sources:  Individual  travellers  ACTION  em¬ 
ployees 

ACnON/AF— 12 

System  name:  Accounts  Receivable  (Collection  of  Debts  Record 
and  Claims  Record) — ACTION/AF 
System  location:  Fiscal  Services  Division/ACTION  1735  Eye 
Street,  N.W..  Washington,  D.C.  20525. 

Categories  of  individuals  covered  by  the  system:  Any  person 
whether  vendor  or  volunteer,  or  employee  of  ACTION  as  well  as 
former  volunteers  and  former  employees  alegedly  erroneously  over¬ 
paid  by  ACTION. 

Categories  of  records  in  the  system:  This  system  contains  the  fol¬ 
lowing  categories  of  records:  1.  Register  of  debts  claimed.  This 
record  consists  of  names  and  addresses  of  individuals  who  are  in¬ 
debted  to  ACTION  including  the  date  of  the  debt,  a  claim  number, 
the  amount  of  the  debt,  and  the  date  the  debt  is  paid  if  that  has  oc¬ 
curred.  2.  Claim  Record  Card.  This  record  consists  of  the  same  in¬ 
formation  in  shorter  form  as  that  contained  in  the  Register.  3.  File 
Folders.  This  record  consists  of  the  initial  billing,  follow  up  letters 
for  collection  of  debt  and  related  correspondence  together  with  a 
copy  of  the  check  or  checks  paying  the  debt  if  that  has  occurred. 

Authority  for  maintenance  of  the  system:  The  Peace  Corps  Act,  22 
U.S.C.  2501  and  the  Domestic  Volunteer  Service  Act  of  1973  ,  42 
U.S.  4951;  The  Budget  and  Account  Act  of  1950.  In  addition  to  the 
above  two  Acts  granting  general  powers  of  management  to  the 
Director  of  ACTION  there  are  additional  Federal  statutes  requiring 
and  permitting  the  administrative  settlement  of  claims  by  agencies. 

Routine  pses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  in  this  system 
may  be  disclosed  in  the  following  circumstances:  To  the  General 
Accounting  Office  (GAO)  for  cases  of  administrative  error  amount¬ 
ing  to  over  200  dollars  of  overpayment  and  situations  in  which  the 
agency  has  been  unable  to  collect  such  debt.  Disclosure  will  also 
occur  in  which  the  agency  requests  a  waiver  for  error  caused  by 
overpayment  of  salary  in  excess  to  500  dollars. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Files  are  maintained  in  folders  in  metal  files  cabinets 
with  manipulation  proof  combination  lock. 

Retrievability:  Records  are  indexed  in  alphabetical  order. 
Safeguards:  These  records  are  available  only  to  officials  of  AC¬ 
TION  having  a  need  for  such  records  in  the  performance  of  their 
official  duties  and  for  the  routine  uses  listed  atwve. 

Retention  and  disposal:  These  records  are  maintained  until  the 
settlement  of  a  claim  and  then  retired  to  the  Federal  Record  Center 
to  be  destroyed  in  accord  with  their  schedule  of  destruction. 

System  manager(s)  and  address:  Chief,  Fiscal  Services  IXvi- 
sion/ACTlON  1735  Eye  Street,  N.W.,  Washington,  D.C.  20525. 

Record  source  categories:  Information  contained  in  the  system 
was  obtained  from  the  following  categories  of  sources:  Domestic 
Regional  Offices  Peace  Corps  Country  Posts  Headquarters  Payroll 
Office  Employees  of  ACTION  having  knowledge  of  the  facts. 

,  ACnON/AF— 13 

System  name:  Peace  Corps  Trainee  and  Volunteer  Personnel  and 
Pay  Record — ACTION /AF 

System  locatioa:  ACTION,  Volunteer  Services  Section,  Adminis¬ 
tration  and  Finance,  806  Connecticut  Avenue,  N.W.,  Washirtqton, 
D.C.  20525. 

Categories  of  individuals  covered  by  the  system:  Any  person  ac¬ 
cepted  as  a  Peace  Corps  Trainee  or  Volunteer. 

Categories  of  records  in  the  system:  Individual  trainee  and  volun¬ 
teer  files  contain  the  following  information  about  the  partic^ar  per¬ 
son:  Permanent  Address,  Social  Siccurity  Number,  Birthdate, 
Marital  Status,  Description  of  Peace  Corps  Service,  Location  of 
Peace  Corps  Service,  Change  of  Address,  W-2  Forms,  Base  Salary, 
Oath,  Educational  Level,  Next  of  Kin,  resignation  of  Beneficiary, 
Termination  Documents,  Trainee  Registration  Form,  Payroll  Card 
containing  payments,  allotments,  withdrawals  artd  related  records. 

Authority  for  maintcnaiice  of  the  system:  Peace  Cmps  Act,  22 
U.S.C.  2501  et  seq.;  Budget  and  Accounting  Act  of  1950. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Contents  of  these 
records  and  files  may  be  disclosed  and  used  for  routine  uses  con¬ 
tained  in  the  Prelimiri^  Statement. 

Policies  and  practices  for  storing,  retrieving,  acces^ng,  retaining, 
and  dispodng  of  records  in  the  sytem: 

Storage:  Files  are  maintained  in  folders  in  metal  file  cabinets  with 
manipulation-proof  combination  locks  when  not  in  immediate  use. 
Retrievability:  Records  are  indexed  in  alphabetical  order. 

Safeguards:  Records  in  the  system  are  available  only  to  ap¬ 
propriate  officials  of  ACTION  with  the  need  for  access  to  such 
records  for  the  performance  of  their  duties. 

Retention  and  disposal:  Records  in  this  system  are  maintained  in 
the  office  for  two  years  and  are  then  retired  to  the  Federal  Records 
Center  where  they  are  retained  for  seventy  five  years.  After  this 
period,  they  are  destroyed  by  burning  or  shredding. 

System  manager(s)  and  address:  Chief,  Volunteer  Services  Sec- 
tion/ ACTION  806  Connecticut  Avenue,  N.W.,  Washington,  D.C. 
20525. 

Record  source  categories:  Information  supplied  by  the  volunteers 
and  references  suggested  by  him. 

ACnON/AF— 14 

System  name:  Theft  of  Employee  Property  File — ACTION/AF 
System  location:  Facilities  and  Property  Management  Division  Of¬ 
fice  of  Administrative  Services,  ACTION  806  Connecticut  Avenue, 
N.W.,  Washii^ton,  D.C.  20525. 

Categories  of  individuals  covered  by  the  system:  ACTION  em¬ 
ployees  who  have  been  robbed  of  personal  or  government  property. 

Categories  of  records  in  the  system:  Records  maintained  contain 
forms  filled  out  on  the  theft  of  personal  and  federal  government 
property. 

Authority  for  maintenance  of  the  system:  The  Domestic  Volunteer 
Service  Act  of  1973,  42  U.S.C.  4951  et  seq.  and  the  Peace  Corps 
Act,  22  U.S.C.  2501  ef  seq.;  the  Budget  and  Accounting  Act  of 
1950. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Those  contained  in  die 
Preliminary  Statement.  , 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Files  are  maintained  in  a  safe  with  combination  lock. 
Retrievability:  Records  are  indexed  in  alphabetical  order. 
Safeguards:  Records  in  this  system  are  available  only  to 
designated  ACTION  employees  having  a  need  for  such  records  in 
the  performance  of  their  duties. 

Retention  and  disposal:  Records  of  thefts  are  kept  for  three  years 
and  then  destroyed  by  shredding  ~ 

System  manager(s)  and  address:  Chief,  Facilities  and  Property 
Management  Division  Administrative  Services  Division/ACTION 
806  C^onnecticut  Avenue,  N.W.,  Washington,  D.C.  20525. 

Record  source  categories:  Data  in  this  system  is  obtained  from  the 
following  cat^ories  of  ^rces:  1.  ACTION  Employees  2.  Police 
reports.  3.  M^tness  statements. 

ACnON/AF— 15 
System  name:  Staff  Security  Files 
System  location:  Personnel  Security  Office/ACTION  806  Connec¬ 
ticut  Avenue,  N.W.,  Washington,  D.C.  20525. 

Categories  of  individuals  covered  by  the  system:  Current  and 
former  applicants  for  employment  in  ACTION.  Current  and  former 
Federal  employees  of  ACTION.  Individuals  considered  for  access 
to  classified  information  or^  restricted  areas  and/or  security  deter¬ 
minations  as  contractors,  employees  of  contractors,  experts,  in¬ 
structors,  and  consultants  to  Federal  programs. 

Categories  of  records  in  the  system:  These  records  contain  in¬ 
vestigative  information  regarding  an  individual’s  character,  con¬ 
duct,  behavior  in  the  community  where  he  or  she  lives;  arrests  and 
convictions  for  any  viplations  against  the  law;  reports  of  interviews 
with  former  supervisors;  co-workers,  associates,  educators,  etc;  re¬ 
ports  about  the  qualifications  of  an  individual  for  a  specific  posi¬ 
tion;  reports  of  iiKiuiries  with  law  enforcement  agencies,  former 
employers,  educational  institutions  attended;  and  other  similar  in- 
foimatioft  developed  from  the  above. 
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Authoritjt  tor  malnlenaiice  of  the  system:  Executive  Order  10450 
Federal  Personnel  Manual.  Chapter  731,  et  seq.  In  addition  to  the 
previsions  cited  above,  there  are  various  acts  of  Congress  relating 
to  persoiutel  investigations  authorizing  the  same  by  the  Civil  Ser¬ 
vice  Commission  which  responsibility  can,  under  Civil  Service 
Regulations  and  law,  be  delegated  in  whole  or  in  part  to  agencies. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  contents  of  these 
records  and  files  may  be  disclosed  and  used  as  follows:  a.  To  the 
Civil  Service  Commission  as  a  part  of  the  central  CSC  personnel 
investigation  records  system,  b.  To  any  source  from  which  informa- 
tipn  is  requested  in  the  course  of  an  investigation,  but  only  to  the 
extent  necessary  to  identify  the  mdividual,  inform  the  source  of  the 
nature  and  purpose  of  the  investigation  and  to  identify  the  type  of 
information  requested. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Files  are  maintained  in  folders  in  metal  file  cabinets  with 
three  way  combination  locks  in  a  room  which  is  Icckcd  when  not  in 
use. 

Rctiievability:  Records  are  indexed  in  alphabetical  order. 
Safeguards:  All  officials  or  employees  having  access  to  such  files 
are  required  to  have  an  appropriate  securitv  clearance.  Generally 
these  files  are  available  only  to  personnel  of  the  security  office  or 
to  agency  office  heads  or  other  agency  personnel  having  a  need  for 
such  files  in  the  performance  of  their  duties. 

Retention  and  disposal:  Files  are  maintained  in  the  persoimel 
security  office  for  three  years  after  the  termination,  death  or  retire¬ 
ment  of  an  employee,  or  for  the  same  period  of  time  after  con¬ 
sideration  of  an  applicant.  Thereafter,  said  files  are  transferred  to 
the  Federal  Records  Center  where  they  are  maintained  for  twenty- 
seven  years  and  then  destroyed  in  accordance  with  regulations  of 
the  General  Services  Administration. 

System  managerfs)  and  address:  Chief,  Personnel  Security  Office, 
Office  of  Personnel  Management.  ACFlON ,  Room  400,  806  Con¬ 
necticut  Avenue,  N.W.,  Washington,  D.C.  20525. 

Record  source  categories:  Information  contained  in  the  system 
was  obtained  from  the  following  categories  of  sources:  a.  Applica¬ 
tions  and  other  personnel  and  security  forms  furnished  by  the  in¬ 
dividual.  b.  Investigative  material  furnished  by  other  Federal  agen¬ 
cies.  c.  By  personal  investigation  or  written  inquiry  from  such 
sources  as  employers,  schools,  references,  etc.  d.  Neighbors,  as¬ 
sociates,  police  departments,  courts,  credit  bureaus,  medical 
records,  probation  officials,  prison  officials,  and  other  such  sources 
as  may  be  developed  from  the  above. 

ACnON/AF— 16 

System  name:  Voucher  Payment  Record  and  Schedules  of  Payments 
FUe— ACTION/AF 

System  location:  Fiscal  Services  Division,  Administration  and 
Finance,  ACTION,  1735  Eye  Street,  N.W., -Washington,  D.C. 
20525. 

Categories  of  individuals  covered  by  the  system:  Any  current  or 
former  ACTION  employee,  volunteer  or  vendor. 

Categories  of  records  in  the  qrstem:  The  Voucher  Payment  Record 
is  a  single  index  card  form  containing  the  fc^owing  data:  Invoice 
number  or  date,  amount  paid,  voucher  and  schedule  number,  grant, 
contract  or  purchase  order  number  and  type  of  payment  (advance, 
partial  or  final).  The  Schedule  of  Payments  File  consists  of  the  in¬ 
voke  received,  document  authorizing  the  action  to  be  taken  such  as 
travel  authorization  or  purchase  order  and  the  voucher  making  the 
payment  as  well  as  the  SF-1166  (Voucher  and  Schedule  of  Pay¬ 
ments)  and  SF-108)  (Voucher  and  Schedule  of  Withdrawals  and 
Credits  -  used  in  government  only)  and  to  whkh  the  other  docu¬ 
ments  are  attached. 

Authority  for  maintenance  of  the  system:  Domestk  Volunteer  Ser- 
vke  Act  of  1973,  42  U.S.C.  4951  et  s«^.;  Peace  CZotps  Act,  22 
U.S.C.  2501  et  seq.;  Budget  and  Accounting  Act  of  1921;  Account¬ 
ing  and  Auditing  Act  of  1950;  and  the  Federal  Claims  Collection 
Act  of  1966. 

RooUbc  uses  of  records  maintained  in  the  qrstem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  content  of  these 
records  may  be  disclosed  and  used  as  follows:  The  Treasury  De¬ 
partment  receives  the  Schedule  <A  Payment  and  a  copy  of  voucher 
f^or  payment. 

Peltries  and  praetkes  for  storing,  retrieving,  aceeasing,  retaining, 
and  dlqmilng  of  records  in  the  qrtem: 


Storage:  Voucher  Payment  Records  are  stored  in  an  index  card 
box  placed  in  a  metal  file  cabinet  with  bar  locks,  key  locks  or 
manipulation  proof  combination  locks  when  not  in  immediate  use. 
Schedule  of  Payment  is  stored  in  the  same  wa^'. 

Rctiievability:  Voucher  Payment  Record  is  indexed  by  last  luone 
alphabetically.  Schedule  of  Payments  is  filed  numerically  by 
sdiedule  number. 

Safeguards:  Records  in  the  system  are  available  only  to 
aporopriate  personnel.  Fiscal  Services  Division,  and  other 
aporopriate  (rfficials  of  ACTION  with  the  need  for  such  records  in 
the  performance  of  their  duties. 

Retention  and  disposal:  Records  are  held  for  three  years  and 
retired  to  the  Federal  Records  C^ter  in  accordance  with  General 
Accounting  Office  instructions. 

System  managerfs)  and  address:  Chief,  Fiscal  Services  Divisiem, 
Administration  and  finance,  ACTION,  1735 .  Eye  Street,  N.W., 
Washington.  D.C.  20525. 

Record  source  categories:  Data  is  obtained  from  documents  pro¬ 
vided  by  the  individual  or  the  vendor. 

ACTKMf/AF— 17 

System  name:  Emfdoyee  Reemployment  and  Repromotion  Priority 
Consideration  Fde — ACTK5n/AF 
System  location:  Office  of  Personnel  Management,  Office  of  Ad¬ 
ministration  and  Finance/ ACTION,  806  Connecticut  Avenue,  N.W., 
Washington,  D.C.  20525. 

Categories  of  individuals  covered  by  the  system:  Current  and 
previous  ACTION  employees  eligible  for  priority  consideration  for 
reen^loyment  and  reproimtion  under  U.S.  Civil  Servke  Commis¬ 
sion  and  ACTION  regulations. 

Categories  of  records  in  the  system:  The  records  contain  a  listing 
of  a  person’s  name  and  the  positions  he  was  considered  for  and 
dates  of  consideration. 

Authority  for  maintenance  of  the  qrstem:  The  Dennestk  Volunteer 
Servke  Act  of  1973;  42  U.S.C.  4951  et  seq.;  Ch  351,  Federal  Per¬ 
sonnel  Manual. 

Routine  uses  of  records  maintained  fai  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  content  of  these 
records  and  files  may  be  disclosed  and  used  as  follows:  a.  To  the 
Civil  Service  Commission  as  part  of  the  CSC  personnel  manage¬ 
ment  evaluation  system,  b.  To  the  Civil  Service  Commission  for  in- 
formatkil  concerning  the  reemfJoyment  and  repromotion  rights  of 
individuals  covered  under  the  Civil  Servke  System. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Files  are  maintained  in  loose-leaf  binders  placed  in  metal 
file  cabinets  with  three-way  combination  locks'  when  not  in  im¬ 
mediate  use. 

Retrievability:  Records  are  indexed  alphabetically  by  name. 
Safeguards:  Records  in  this  system  are  availaUe  only  to  ap¬ 
propriate  personnel.  Office  of  Personnel  Maaagement  and  other  ap¬ 
propriate  offkials  of  ACTION  with  a  need  for  such  records  in  the 
performance  of  their  duties. 

Retention  and  disposal:  A  person’s  name  is  retained  on  the  list  in 
accordance  with  reemployment  eligibility:  former  career-conditional 
employees,  one  year;  former  career  employees,  two  years.  Reten¬ 
tion  for  repromotion  eligibility  is  indefinite  or  until  repromoted  to 
the  grade  previously  held. 

System  managerfs)  and  address:  Director,  Recruitment,  Staffing 
and  Ouqdacement  Branch,  Office  of  Personnel  Manage¬ 
ment/ ACTION  806  (Connecticut  Avenue,  N.W.,  Washington,  D.C. 
20525. 

Record  source  categories:  Information  is  received  from  Labor  and 
Employee  Relations  Division,  Office  of  Personnel  Management, 
ACTION. 

ACmem/AF— 18 

System  name:  Performance  Evaluation  — ACTION/AF 

System  location:  CXfke  ol  Personnel,  Recruitment,  Staffing  and 
Outplacement  Branch/ ACTION  806  Conneetkut  Avenue,  N.W., 
Washington,  D.C.  20525. 

Categories  of  imtividuals  covered  by  the  qratcnK  ACTK3N  em¬ 
ployees  and  former  employees  to  one  year  after  their  termina¬ 
tion  of  employment  with  the  Agency. 
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Categories  of  records  in  the  system:  This  system  consists  of  an¬ 
nual  p^onnance  evaluations  of  employee  performance  prepared 
by  supervisors!  and  reviewed  by  supervisory  reviewing  ofHdals, 
together  with  comments,  if  any,  by  the  employees  evaluated. 

Authority  for  maintenance  of  the  system:  Chapters  2S0  and  430, 
Federal  Personnal  Manual. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  sudi  uses:  a.  To  the  Civil  Service 
Commission  in  connection  with  any  request  fm-  information  or 
inquiry  as  to  Federal  Personnel  Regulations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Files  are  maintained  in  folders  in  metal  file  cabinets  with 
three-way  combination  locks. 

Retrievability:  Records  are  indexed  in  alphabetical  order. 
Safeguards:  Only  personnel  of  the  Office  oS  Personnel  Manage¬ 
ment  with  a  need  for  such  records  in  the  performance  of  their  du¬ 
ties,  the  individual  about  whom  such  record  is  maintained,  or  su¬ 
pervisory  employees  of  the  agency  with  a  need  to  know  in  the  per¬ 
formance  of  their  duties  are  grant^  access  to  these  files. 

Retention  and  dbposal:  All  evaluations  are  hald  for  one  year  and 
then  are  destroyed  by  shredding. 

System  managerfs)  and  address:  Chief,  Recruitment,  Staffing  and 
Outplacement  Bran^,  Office  of  Personnel,  ACTION,  806  Connec¬ 
ticut  Avenue.,  N.W.,  Washington,  D.C.  20S2S. 

Record  source  categories:  Information  contained  in  the  system 
was  obtained  from  the  following  sources:  Supervisors  of  ACTION 
employees.  Reviewing  officials  who  review  evaluation  reports  sub¬ 
mitted  by  supervisors.  Entployees  who  make  comments  with 
respect  to  their  evaluations  v^n  given  an  opportunity  to  do  so  at 
the  time  the  record  is  made. 

ACnON/AF— 19 

System  name:  Management-Union  Records  System — ACTION/AF 
System  location:  Labor  and  Employees  Relations  Divi- 
sion/ACnON  Office  of  Personnel  Management  806  Connecticut 
Avenue,  N.W.,  Washington,  D.C.  20S2S. 

Categories  of  individuals  covered  by  the  qrstem:  ACTION  em¬ 
ployees  including  those  who  have  authorized  withhcdding  of  Union 
dues  in  writing. 

Categories  of  records  in  the  system:  The  records  in  this  system 
consist  of  automated  data  printouts  showii^  an  employee’s  name, 
grade, -series,  title,  organizational  entity  and  other  associated  data 
which  determines  his  inclusion  or  exclusion  from  the  bargaining 
unit  under  the  existing  Union  contract.  The  rec<»d  also  contains  a 
printout  showiitg  the  amount  of  dues  withheld  from  each  emfdoyee 
who  has  authorized  such  withholding,  and  other  related  data. 

Authority  for  mahiteuancc  of  the  system:  The  Peace  Co^s  Act,  22 
U.S.C.  2501,  et  seq.  and  the  Domi^tic  Volunteer  Service  Act  of 
1973,  42  U.S.C.  4951  et  seq.  and  various  Executive  Orders  concern¬ 
ing  management  relations  with  enq>loyee  organizations. 

Routiae  uses  of  records  maintained  hi  the  system,  including  olcgo- 
ries  of  users  and  the  purposes  of  such  uses:  The  reemds  in  this 
system  may  be  disclos^*and  used  for  the  following  uses:  1.  The 
ACTION  Employees  Union  for  -  maintaiuuice  of  its  records  with 
respect  to  dues  and  inclusion  in  the  bargaining.  2.  The  Treasury  De¬ 
partment  for  preparation  of  payroll  checks  with  appropriate 
withholding  of  dues.  3.  To^the  CivU  Service  Coimnission  for  union 
related  reporting  in  the  area  of  management/labor  relations. 

Policies  and  practices  for  storisg,  retrieving,  acoessfaig,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Reemds  in  this  system  are  maintained  in  metal  filing 
cabinets. 

Retrievability:  As  to  the  dues  withholding  list,  records  are  maiti^ 
tained  a^habetically  within  salary  blocks.  ‘As  to  the  list  of  em¬ 
ployees  in  or  out  of  the  bargaining  unit,  records  are  maintained 
alp^betically  within  each  organizatioiud  unit. 

Safeguards:  Records  in  these  systems  are  availaUe  generally  only 
to  employees  oi  ACTION  with  the  need  for  such  records  in  the 
performance  of  their  duties. 

Retention  and  disposal;  The  listing  of  all  positions  considered  as 
included  in  or  excluded  from  the  bargaining  unit  are  retained  as  fol¬ 
lows.  A  historical/record  copy  is  retained  in  Labor  Relations  for 
purposes  of  Union  representation  identification  until  h  is  siqqde- 
mented  or  replaced  by  corrected  or  updated  editions  as  appropriate. 


The  dues  withheddingJisted  are  retained  until  updated  by  new  infor¬ 
mation. 

System  nnanagerfs)  and  address:  Chief,  Labmr  and  Employees 
Division,  Oftice  of  Personnel  Management/ ACT  ION  806  Connec¬ 
ticut  Avenue,  N.W.,  Washington,  D.C.  20525. 

Record  source  categories:  Information  contained  in  this  system  is 
obtained  from  the  following  categories  of  sources:  1.  Fiscal  and 
payroll  records  maintained  for  each  employee.  2.  The  Official  Per¬ 
sonnel  File.  0 

ACnWI/AF— 20 

System  name:  Peace  Corps  Vrdunteer  Authorized  Storage 
File— ACnON/AF 

System  location:  Chief,  Travel  and  Transportation  Division,  Of¬ 
fice  of  Administrative  Sovtces,  ACTION  806  Connecticut  Avenue, 
N.W.,  Washington,  D.C.  20525. 

Categories  of  individuals  covered  by  the  system:  Peace  Corps 
volunteeia  authorized  to  store  household  effects  and  personal  be¬ 
longings. 

Categories  of  records  in  the  system:  Records  contain  copy  of  the 
travel  authorization  for  the  volunteer  and'  the  household  goods 
storage  letter. 

Authority  for  iiuiinteiiance  of  the  system:  Section  5(n)  of  the  Peace 
Corps  Act,  22  U.S.C.  Section  2504(n). 

Routhie  utes  of  records  maintained  in  the  qrstem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Preliminary  State¬ 
ment. 

Policies  and  practices  for  storfaig,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Files  are  maintained  on  book  shelves  in  loose  leaf  bin¬ 
ders  in  a  locked  room. 

Retrievability:  Records  are  arranged  alphabetically  by  name. 
Safeguards:  Records  in  this  system  are  available  only  to  ap¬ 
propriate  personnel.  Office  of  Travel  and  Transportation  and  other 
appropriate  officials  of  ACTION  with  a  need  for  such  records  for 
the  performance  of  their  duties. 

Retention  and  disposal:  Reqprds  in  the  system  are  maintained  in 
the  Office  of  Travel  and  Transportation  for  two  years  after  the 
Peace  Corps  volunteers  terminate  and  are  then  bum^. 

System  managers)  and  addrem:  Chief,  Travel  and  Transportation 
Division  Office  of  Administrative  Services/ ACTION  806  Coiuiec- 
ticut  Avenue,  N.W.,  Washington,  D.C.  20525. 

Record  source  categories:  Peace  Corps  Washington  Staff  AC¬ 
TION  Overseas  Peace  Corps  Mission  Requesting  Volunteers 

ACTK»I/AF— 21 

System  nmne:  Personal  Service  Contracts  Records— ACTION/AF 
System  location:  Chief,  Contracts  Division,  Office  of  Contracts, 
and  Giants  Management/ AC I'lON,  806  Connecticut  Avenue,  N.W., 
Washington,  D.C.  20525. 

Categories  of  individuals  covered  by  the  system:  Any  person  who 
has  served  or  is  serving  as  a  perso^  services  contractor  for  the 
Peace  Corps  abroad  or  in  the  United  States. 

Categories  of  records  in  the  system:  The  records  maintained  con¬ 
tain  the  histmy  of  employment,  including  earning  records,  of  in¬ 
dividuals  hired  as  personal  services  contractors. 

'  Airthority  for  maintenance  of  the  system:  Section  10(aK4)  of  the 
Peace  Corps  Act,  22  U.S.C.  2509. 

Routiae  uses  of  records  msintahirrt  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Prdiminary  State¬ 
ment. 

Policies  and  practices  for  storing,  retrieving,  accearing,  retaining, 
and  iHsposingof  records  in  the  qtem: 

Storage:  Files  are  maintained  in  ftdders  in  metal  file  cabinets  with 
manipulation  proof  combination  lodes  when  not  in  immediate  use. 
RetrievahiUty:  Records  are  arranged  by  contract  number. 
Safeguards:  Records  in  the  system  are  available  only  to  iq>- 
propriate  personnel  in  the  Office  Contracts  and  Grants  Manage¬ 
ment  and  other  iq^ropriate  cdfkials  of  ACTION  with  the  need  for 
such  records  fat  the  p^ormance  cf  their  duties. 

Retention  and  disposal:  Records  in  the  system  are  maintained  in 
the  Office  of  Contracts  and  Grants  Management  fiH*  one  year  after 
the  closing  date  of  the  coiitiact  md  then  sem  to  the  Federal 
Records  Center  where  they  ara-mainlained  for  three  years  and  then 
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Kiilfgwdi;  Records  id  the  syMem  are  afvailable  only  to 
propriate  ptnsons  in  Administration  and  Bnance  and  other  ^>- 
propiiate  officials  erf  ACTION  with  the  need  for  such  records  for 
the  performance  of  their  duties. 

Retentioa  and  disposal:  Records  are  retained  for  two  years  after  a 
verfunteer’s  or  employee’s  termination  (including  retirement)  and 
retired  to  the  Fede^  Records  Center. 

System  managerfs)  and  address:  Chief,  Fiscal  Services  Division. 
Administration  and  Finance/ ACTION  1735  Eye  Street,  N.W., 
Washington.  D.C.  20525. 

Record  source  categories:  Administration  and  Finance,  Fiscal  Ser¬ 
vices  Division,  Travd  Orders,  Vendors  Invoices. 

,  ACnCX4/AF— 24 

System  name:  Domestic  Vedunteer  Payndl  Records — ACTION/ AF 
System  location:  Domestic  Volunteer  Payroll  Section/ACJTION 
1735  Eye  Street,  N.W.,  Washington,  D.C.  20525. 

Categorio  of  Individuals  covered  by  the  system:  Full-time  verfun- 
teers  serving  in  ACTION  Domestic  programs  such  as  VISTA, 
UYA,  etc. 

Categories  of  records  in  the  system:  The  records  in  this  system 
consist  <rf  the  following:  1.  Food  and  lodging  allowance  recoids.  2. 
(jross  and  net  announts  paid.  3.  Stqiend  anwunt  accrued.  4.  I>educ- 
tions  from  check  for  authorization.  5.  Overpayments  to  be  ccrilected 
per  pay  period.  6.  Name  of  volunteer,  sex,  age,  marital  status.  7. 
Living  allowance.  8.  Amount  <rf  debt,  if  any,  owed  to  the  United 
States  Government  and  currespondence  explaining  and  relating  to 
such  indebtedness. 

Authority  for  maintenance  of  the  sysUm:  Domestic  Volunteer  Ser¬ 
vice  Act  of  1973,  42  U.&C.  4951  et  seq.;  Budget  and  Accounting 
Act  of  1950. 

Routine  uses  of  records  maintained  in  the  system,  including  categ^ 
ries  of  users  and  the  purposes  of  such  uses:  Information  from  this 
system  is  ptaced  on  a  computer  and  ultimately  provided  on  a  rou¬ 
tine  basis  to  the  Socud  Security  Administration  for  crediting  of  so¬ 
cial  security  accounts,  to  the  Internal  Revenue  Service  to  report  on 
taxes  paid,  and  to  the  Treasury  for  the  purpose  of  obtaining  payroll 
chedcs. 

Prrficies  wd  practices  lor  storing,  relieving,  aoccssing,  retaining, 
and  disposiag  at  records  in  the  syton: 

Storage:  Records  are  maintained  in  rooms  locked  during  off-duty 
hours.  V 

Retrievability:  Files  are  indexed  alphabetically.  ^ 

Safeguards:  Files  are  generally  available  to  personnel  of  the 
payrcdl  section  and  other  employees  of  ACTION  having  a  need  for 
such  records  in  the  performance  of  their  official  duties. 

Retention  and  disposal:  Records  in  this  system  are  maintained  for 
three  years  after  tlK  end  of  the  fisdal  year  in  which  the  vdunteer 
terminates  and  then  retired  to  the  Fetteral  Records  Center  to  St. 
Louis,  Missouri,  to  be  disposed  of  in  accord  with  GAO  instruc¬ 
tions. 

System  managcr(s)  and  address:  Chief,  Domestic  Volunteer 
PayroU  Section,  ACTION,  1735  Eye  Street,  N.W.,  Washington, 
D.C.  20525. 

Record  source  categmies:  ACTION  enployees  and  the  individual 
to  whom  the  record  pertains. 

ACTION/ AF-25 

System  name:  Peace  C!orps  Volunteer  Personnel  and  Payroll  System 
(Computer  System) — ACTION/AF 
System  locatkm:  Accounting  Diviskm,  Office  of  Accounting  and 
Clonputer  Services/ACTION,  1717  H  St.,  N.W.,  Washington,  D.C. 
20525. 

Categories  of  individuals  covoned  by  the  system:  Any  person  who 
has  served  or  is  currently  serving  as  a  Peace  Corps  volimteer. 

Categories  of  records  in  the  system:  Records  maintained  include 
vrdunteers’  social  security  nunrf>er,  name  and  address,  next  of  kin 
and  address,  birthdate^  sex,  marital  status,  education  level,  col¬ 
lies,  attended,  degree  and  degree  type,  skills,  jobs  and  source 
codes.  Date  entered  on  duty,  date  of  oath,  conpletion  of  service 
date  (projected  and  actual),  effective  date  of  transaction,  ciurent 
and  prior  project  irrformation,  current  and  last  country  served,  and 
number  of  school  age  and  non-school  age  children.  Alw  included  is 
financiai  data  required  to  accrue  and  disburse  monies  in  vohmteer 
readjustmeot  aDowunoe  account,  payee  name  and  address  for  allot- 
«id  withdrawak  from  readjustment  allowance  account. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  contents  of  th^e 
records  and  files  may  be  disclosed  and  used  as  foUows:  a.  To  the 
Civil  Service  Commission  with  regard  to  any  question  of  eligibility, 
suitability  or  qualifications  of  an  applicant  for  employment,  b.  To 
any  source  of  which  information  is  requested  in  the  course  of  an 
inquiry  as  to  the  qualifications  of  an  applicant,  to  the  extent  neces¬ 
sary  to  identify  the  individual,  inform  the  source  of  the  nature  and 
purpose  of  the  inquiry,  and  to  identify  the  type  of  information 
requested. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytm: 

Storage:  Files  are  maintained  in  folders  in  metal  file  cabinets  with 
three-way  combination  locks. 

Retrievability:  Recerds  are  indexed  4n  alphabetical  order. 

Safeguards:  All  records  are  placed  in  combination  lock  files  when 
not  in  use  and  locked  during  non-business  hours. 

Retention  and  disposal:  Records  in  thses  files  are  updated  on  a 
continuous  basis. 

System  raanager(s)  and  address:  Chief,  Recruitment,  Staffing  and 
Outplacement  Branch,  OfHce  of  Personnel/ ACTION,  806  Ck>imec- 
ticut  Avenue,  N.W.,  Washington,  D.C.  20525. 

Record  source  categories:  Information  contained  in  the  system 
was  obtained  from  the  following  categories  of  sources:  Apfdicatkms 
and  other  personnel  forms  furnished  by  the  individual.  By  oral  or 
written  inquiries  from  sources  disclosed  by  the  applicant  such  as: 
Employers  Schools  References,  etc. 

ACnON/AF— 23 

System  name:  Staff  and  Vedunteer  Househrdd  SUnage 
File— ACTION/AF 

System  locatioa:  Office  of  Administratioa  and  Finance/ ACTION 
1735  Eye  Street,  N.W.,  Washington,  D.C.  20525. 

Categories  of  individuals  covered  by  the  system:  Any  employee  or 
volunteer  of  ACTION  whose  furniture  is  authorized  for  storage. 

Categories  of  records  in  the  system:  llte  records  maintained  con¬ 
tain  the  following  information:  Travel  authorization.  A  xerox  copy 
of  the  invoice  for  payment.  Record  of  partial  payment  form. 

Authority  for  mainteuance  of  the  ^-stem:  The  Domestic  Volunteer 
Service  Act  of  1973,  42  U.S.C.  4951  et  seq.;  the  Peace  Corps  Act, 
22  U.S.C.  2501  et  seq.;  and  the  Budget  and  Accounting  Act  of  1950. 

•Routine  uses  of  records  maintained  in  the  system,  iiKhMttag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  llw  contents  of  these 
records  end  files  may  be  disclosed  and  used  as  foUows:  a.  To  the 
Department  of  Treasury  in  connection  with  payment  of  invoice 
received  from  vendor,  b.  To  the  vendor  in  the  event  there  is  a 
descrepancy  between  its  and  ACTION  records. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  syten: 

Ston^  Files  are  maintained  in  folders  in  metal  file  cidnnets  in  a 
room  locked  during  <rff-duty  hours. 

Rslrirvatilllty-  Records  are  indexed  in  a^rfiabetical  order. 
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beneficiary  name  and  social  security  number  for  bonds  purchased 
for  Peace  Corps  volunteers. 

Authority  for  maintenance  of  the  system:  Peace  Coips  Act,  22 
U.S.C.  2501  et  seq.;  Budget  and  Accounting  Act  of  1950. 

Routine  uses  of  records  maintained  in  the  system,  including  oRegu- 
rks  of  users  and  the  purposes  of  such  uses:  Contents  of  these 
records  and  files  may  be  disclosed  and  used  as  follows:  a.  To  *bc 
£)epartment  of  Treasury  for  the  issuance  of  checks  in  conn^tion 
widi  the  payment  of  volunteer  readjustment  allowances,  b.  To  the 
Internal  Revenue  Service  in  connection  with  the  filing  of  W-2 
withholding  forms  for  income  tax  purposes,  c.  The  Social  Security 
Administration  in  connection  with  withholdings  of  social  secruity 
tax  as  appropriate  on  allowances  paid  including  readjustment  al¬ 
lowance. 

Policies  and  practices  for  sUnlng,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Files  are  maintained  on  magnetic  discs  and  tapes  which 
are  stored  in  a  locked  room  when  not  in  immediate  use,  in  a  build¬ 
ing  with  24  hour  security  guard. 

Retrievabiiity:  Records  are  indexed  by  social  security  number. 
Safeguards:  Records  in  the  system  are  available  only  to  ap- 
prooriate  personnel  in  the  Volunteer  Support  Services  Division,  Of¬ 
fice  of  -  Accounting  and  Computer  Services,  Administration  and 
Finance,  and  other  appropriate  officials  of  ACTION  with  the  need 
for  such  records  for  the  performance  of  their  duties. 

Retentioa  and  disposal:  These  records  are  kept  permanently. 

System  manager(s)  and  address:  Chief,  Volunteer  Support  Ser¬ 
vices  Division,  Ofrice  of  Accounting  and  Computer  Services,  Ad¬ 
ministration  and  Finance,  ACTION,  1717  H  Street,  N.W.,  Washing¬ 
ton  D.C.  20525. 

Record  source  categories:  Data  is  keypunched  from  forms 
completed  by  the  volunteers  such  as  Training  Registration  Form, 
Waiver  of  Coverage  of  Peace  Corps  Life  Insurance,  Desiqnation  of 
Beneficiary  Peace  Corps  Life  Insurance,  Notice  of  Vplunteer- 
Trainee  Action  (Status),  Application  for  allotment  or  withdrawal. 
Request  for  payment  of  Dental  Bills,  List  of  Payments  Advanced  in 
Country  and  Application  for  U.S.  Savings  Bonds. 

ACnON/AF— 26 

System  name:  Domestic  and  International  Volunteer  Security  Files 
System  location:  Personnel  Security  Office/ACTION  806  Connec¬ 
ticut  Avenue,  N.W.,  Washington,  D.C.  20525. 

Categories  of  individuals  covered  by  the  system:  Peace  Cenps 
volunteers  and  volunteer  applicants  Vedunteers  serving  in  full-time 
domestic  volunteer  programs  under  Title  I  of  the  Domestic  Vohm- 
teei  Service  Act  of  1973  including  service  in  such  programs  as 
VISTA,  UYA,  PLS,  etc.  and  applicants  for  such  service. 

Categories  of  records  in  the  system:  These  records  contain  in¬ 
vestigative  information  regarding  an  individual's  character,  con¬ 
duct,  qualifications  and  integrity  and  reputation  in  the  community 
where  he  or  she  lives,  including  records  of  arrest  and  convictions 
for  any  violations  against  the  law,  reports  and  recommendations 
from  former  supervisors,  co-woikers,  friends,  educators,  etc;  re¬ 
ports  of  inquiries  with  law  enforcement  agencies,  former  em- 
fdoyers,  educational  institutions  attended,  and  other  information 
developed  from  the  above. 

Authority  for  maintenaiice  of  the  system:  The  Domestic  Volunteer 
Service  Act  of  1973,  42  U.S.C.  4951  et  seq.  and  the  Peace  Corps 
Act,  22  U.S.C.  2501  et  seo. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  contents  of  tliese 
records  and  files  may  be  disclosed  and  used  as  follows:  a.  To  the 
Civil  Service  Conunission  as  a  part  of  the  central  CSC  personnel 
investigation  records  system,  b.  To  any  source  from  which  informa¬ 
tion  is  reqiiested  in  the  course  of  an  investigation,  but  only  to  the 
extent  necessary  to  identify  the  individual,  inform  the  source  of  the 
nature  and  purpose  of  the  investigation  and  to  ulentify  the  type  of 
information  requested. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retainh^, 
and  disposing  of  records  in  the  sytem: 

Storage:  Files  are  maintained  in  folders  in  metal  file  cabinets  with 
three-way  combination  locks  in  a  room  wtuch  is  locked  when  not  in 
use. 

Rdiicvability:  Records  are  indexed  in  alphabetical  order. 
Tnfujnsrilr'  All  officials  of  employees  having  access  to  such  files 
are  required  to  have  an  appropriate  security -clearance.  Generally. 


these  files  are  availaNe.only  to  personnel  of  the  security  office  or 
to  ageaicy  office  heads  or  other  agency  personnel  having  a  need  for 
such  ffles  in  the  performance  of  their  duties. 

Retention  and  diqMisal:  Peace  Corps  fUes  are  maintained  in  the 
personnel  security  ofrice  for  three  years  after  the  termination  or 
death  of  a  volunteer,  or  for  the  same  period  of  time  after  con¬ 
sideration  of  an  applicant.  Thereafter,  said  files  are  transferred  to 
the  Federal  Records  Center,  where  they  are  maintained  for  twenty- 
seven  years  and  then  destroyed  in  accordance  with  regulations  of 
the  General  Services  Administration.  All  domestic  volunteer  files 
are  maintained  in  the  personnel  security  (rffice  up  to  the  time  of  the 
termination  or  death  of  a  volunteer  when  they  are  destroyed  by 
burning  or  shredding. 

System  maoi^erfs)  and  address:  CTiief,  Personnel  Security 
Branch,  (Dffice  of  Personnel  Management,  ACTION,  Room  400, 
806  Connecticut  Avenue,  N.W.,  Washington,  D.C.  20525. 

Record  source  categories:  Information  contained  in  the  system 
was  obtained  from  the  following  categories  of  sources:  a.  Applica¬ 
tions  and  other  persoimel  and  security  forms  furnished  by  tire  in¬ 
dividual.  b.  Investigative  material  furnished  by  other  Federal  agen¬ 
cies.  c.  By  personal  investigation  or  written  inquiry  from  such 
sources  as  employers,  scIkx^s,  references,  etc.  d.  Neighbors,  as¬ 
sociates,  police  departments,  courts,  credit  bureaus,  medical 
records,  probation  officials,  prison  officials,  and  other  such  sources 
as  may  be  developed  from  the  above. 

ACnCM^/AF— 27 

System  name:  Employee  Payroll  Records — ACTION/ AF 
System  location:  Office  of  Administration  and  Finance/ACTTON 
1735  Eye  Street,  N.W.,  Washington,  D.C.  20525. 

Categories  of  indivkhials  covered  by  the  system:  Persons  employed 
by  ACTION. 

Categories  of  records  in  the  system:  Personnel  actiors  employing, 
promoting  and  terminating  employees,  savings  bond  applications, 
advises  of  allotments,  IRS  tax  levels,  notice  of  deduction  for  health 
insurance,  combined  Federal  campaign,  union  dues  withholdings 
applications,  and  educational  allowances  for  children  of  overseas 
-employees  and  records  regarding  collections  for  overpayments. 

Authority  for  maintenaiice  of  the  system:  GAO  Policy  and 
Procedures  Manual;' 31  U.S.C.  66(a);  aixl  the  Budget  and  Account¬ 
ing  Procedures  Act  of  1950. 

Routine  uses  of  records  maiiitafaied  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  from  these 
records  are  routinely  provided  as  follows:  1.  To  the  Treasury  for 
payroll  and  savings  bonds  and  other 'deduction  purposes.  2.  To  In¬ 
ternal  Revenue  Service  with  regard  to  tax  deductions.  3.  To  par¬ 
ticipating  insurance  companies  holdino  policies  with  respect  to 
Federal  employees  employed  by  ACTION. 

Policies  and  practices  lor  storiui;,  retrievii^,  accessing,  retaining, 
-  and  disposing  of  records  in  the  sytem: 

Storage:  Files  are  maintained  in  fedders  in  metal  file  cabinets  with 
manipulation  proof  combination  locks. 

RetrievdMlfty:  Records  are  indexed  in  alphabetical  order. 
Safeguards:  Records  in  this  system  are  available  only  to 
emoloyees  of  ACTION  with  a  need  for  such  records  in  the  per¬ 
formance  of  their  official  duties. 

Retention  and  disposal:  Records  in  this  system  are  maintained  for 
three  years’  after  the  end  of  the  fiscal  year  in  which  an  employee 
terminates  his  employment  with  ACTION,  and  then  retired  to  the 
Rectnd  Center  in  accordance  with  GAO  instructions. 

System  mauager(s>  and  address:  duef.  Domestic  Volunteer  and 
Staff  Payroll  Division;  Administration  and  Finance,  ACITON,  806 
Connecticut  Avenue,  N.W.,  Washington,  D.C.  20525. 

Record  source  categories:  InformaticHi  cemtained  in  the  system  is 
obtained  Trom  the  f<41owing  categmies  of  sources:  Data  from 
payroll  change  coding  document  form  and  Domestic  Volimteer 
notice  payroll  form  Data  on  enq>loyees  is  obtained  from  payroll 
change  codinq  document  form. 

ACnON/DO— 1 

System  name:  Domestic  Full-Time  Volunteer  Personnel 
File— ACnON/DO 

System  tocation:  All  ACTION  Domestic  Regional  Offices  (See 
Preliminary  Statement  fw  R^ional  Office  Addresses). 

..Categaries  of  iadlridualB  oovesvd  by  the  sy  sttm.  Any  full-time  AC¬ 
TION  Domestic  Votunteer  working  in  the  ftrilowing  programs: 
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Volunteers  in  Service  to  America  (VISTA),  University  Year  for 
ACTION  (UYA)c  ACTION  Cooperative  Volunteer  (ACV),  Program 
for  Local  Service  (PLS),  and  Vcdunteers  in  Justice  (VU) 

Categories  of  records  in  the  system:  Records  maintained  contain 
Volunteers  application,  forms  and  copies  of  ccarespondence  regard¬ 
ing  actions  occurring  during  the  volunteer’s  service  such  as 
authorization  to  use  a  motor  vehicle,  copy  of  driver’s  license, 
status  of  volunteer  form,  future  intent  form,  food  and  lodging  al¬ 
lowance,  living  allowance,  time  and  attendance,  paychange  forms, 
volunteer  payment  vouchers  and  evaluation  on  termination. 

Authority  for  maintenance  of  the  system:  The  Domestic  Volunteer 
Service  Act  of  1973,  42  U.S.C.  4951  et  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  content  of  these 
records  and  files  may  be  disclosed  and  used  as  follows;  To  the 
volunteer’s  sponsor  concerning  his  placement,  performance,  sup¬ 
port,  and  related  matters. 

Policies  and  practices  for  storing,  retrievfaig,  accessing,  retaining, 
and  disposing  of  records  hi  the  sytem: 

Storage:  Files  are  maintained  in  folders  in  metal  filing  cabinets 
with  maiupulation  proof  combination  locks  when  not  in  immediate 
use. 

Rctrievability:  Records  'are  retrievable  alphabetically  by  last 
name. 

Safeguards:  Records  in  the  system  are  available  only  to  ap¬ 
propriate  persons  in  the  regional  offices  and  other  appropriate  offi¬ 
cials  of  ACTION  with  the  need  for  such  records  for  the  per¬ 
formance  of  their  duties. 

Retention  and  disposal:  Records  are  retained  for  one  year  ^tfter 
the  volunteer  has  terminated  service  and  then  retired  to  the  Federal 
Record  Center  for  75  years  at  which  time^the  record  is  destroyed. 

System  managerfs)  and  address:  The  records  are  kept  in  the  re¬ 
gional  office,  the  system  manager  is  the  Administrative  Officer  in 
the  r^on.  The  files  are  kept  in  the  state  office,  the  system 
manager  is  the  State  Director. 

Record  source  categories:  The  data  is  supplied  by  the  volunteer  or 
through  forms  signed  and  executed  by  the  volunteer  or.  Domestic 
Regional  Office  personnel  or  State  Program  Director. 

ACTION/DO— 2 

System  name:  Domestic  Volunteer  Medical  File  and  Medical 
Claims— ACTION/DO 

System  location:  All  ACTION  Domestic  Regional  Offices 
Categories  of  individuals  covered  by  the  system:  Present  and 
former  volunteer  applicants  over  44  or  with  significant  medical 
histories  and  other  with  medical  problems  arising  during  service. 

Categories  of  records  in  the  system:  The  records  mamtained  con¬ 
tain  the  following  information:  i.  Medical  history,  medical  examina¬ 
tion  and  medical  release  forms.  2.  Medical  claims  submitted  by 
volunteer  for  processing  and  correspondence. 

Authority  for  nuwtenance  of  the  system:  The  Domestic  Volunteer 
Service  Act  of  1973,  42  U.S.C.  4951  et  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  contents.. of  these 
records  and  files  may  be  disclosed  and  used  as  foUows:  a.  To 
Group  Hospitalization,  Inc,,  contractor  under  the  ACTION  health 
policy,  for  the  purposes  of  adjudicatino  volunteer  claims,  b.  The 
United  States  Department  of  Labor  in  connection  wdth  claims 
under  the  Federal  Employees  Unemployment  Act 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dispasing  of  records  in  the  ^tem: 

Storage:  Files  are  maintained  in  folders  in  metal  filing  cabinets 
with  manipulation  proof  combination  locks  when  not  in  immediate 
use. 

Rstrievability:  Records  are  indexed  alphabetically  by  last  name. 
Safegnards:  Records  in  the'  system  are  avalaUe  only  to  iq>- 
propriate  persons  in  the  regional  offices  and  other  appropriate -erffi- 
ciab  of  ACTION  with  the  need  for  such  records  for  the  per¬ 
formance  of  their  duties.  Information  is  released  only  with  the  writ¬ 
ten  consent  of  the  vidunteer  and  only  to  a  fdiysician  or  medical 
authority. 

ReSentioa  and  disposal:  Files  are  maintained  in  the  regions  during 
service.  Files  are  returned  to  the  Office  of  Health  Services  on  ter- 
miaation  of  service  and  are  retired  to  the  FMeral  Records  Center 
for  fifty  yeass.  after  that  they  are  destroyed.^; 


System  managers)  and  address:  Administrative  Officer  Regional 
Office 

Record  source  categories:  Data  in  this  system  is  obtained  from  the 
following  categories  of  sources:  1.  Medical  personnel  who  have  ex¬ 
amined  or  treated  a  vedunteer  or  applicant.  2.  Domestic  volunteers 
and  applicants.  3.  ACTION  staff. 

ACnON/DO— 3 

System  name:  Employee  Travel  File — ACTION/DO 
System  locatkm:  All  ACTION  Domestic  Regional  Offices  except 
for  Regions  I  and  III 

Categories  of  individuals  covered  by  the  system:  Any  employee, 
expert,  consultant  or  other  person  engaged  in  travel  on  USG  Travel 
authorization  for  a  Domestic  Regional  (Xfice. 

Categories  of  records  in  the  system:  Records  maintained  are  travel 
authorizations  and  vouchers. 

Authority  for  maintenance  of  the  system:  The  Domestic  Volunteer 
Service  Act  of  1973,  42  U.S.C.  4951  et  seq. 

Routine  uses  of  records  maintained  bi  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  contents  of  these 
records  may  be  disclosed  and  used  for  the  purposes  expressed  in 
the  Preliminary  Statement. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Files  are  maintained  in  folders  in  metal  filing  cabinets 
with  manipulation  proof  coinbination  )ocks  when  not  in  immediate 
use. 

Retrievability:  Records  are  indexed  alphabetically  by  last  name. 
Safeguards:  Records  in  the  system  are  available  only  to  ap¬ 
propriate  persons  in  the  regional  offices  and  other  appropriate  offi¬ 
cials  of  ACTION  with  a  need  for  such  records  for  the  performance 
of  their  duties. 

Retention  and  disposal:  Records  are  retained  omtil  the  employee 
has  tenfbnated  and  then  are  destroyed. 

S3^em  managerfs)  and  address:  Administrative  Officer,  ACTION 
Regional  Ctffice 

Record  source  f»tegories:  Itinerary  provided  by  individual  or  su¬ 
pervisor  and  the  voucher  submitted  by  the  individual  traveller. 

ACnWJ/DO-^ 

System  name:  Domestic  Full-Time  Volunteer  Census  Master 
File— ACTION/  DO 

System  location:  Management  Information  System,  Domestic 
Operations  Management,  ACTION,  806  Connecticut  Avenue, 
Washii^ton,  D.C.  20525. 

Categories  of  individuals  covered  the  system:  Any  person  who 
has  served  or  is  serving  as  a  full-time  ACTION  domestic  volunteer 
in  one  of  ACTION’S  full-time  domestic  operations  programs  includ¬ 
ing  VISTA,  ACTION  Cooperative  Volunteers  (ACTV),  University 
Year  for  ACTION,  (UYA),  Program  for  Local  Service  (PLS), 
Volunteers  in  Justice  (VU)  and  Veterans  Reach  (VETREACH). 

Categories  of  records  in  the  system:  The  records  maintained  con¬ 
tain  information  extracted  from  the  volunteer’s  application,  infor¬ 
mation  about  the  volunteer’s  period  of  service,  and  information 
about  the  volunteer’s  history  with  ACTION. 

Authority  for  maintenance  of  the  system:  Domestic  Volunteer  Ser¬ 
vice  Act  of  1973,  42  U.S.C.  4951  et  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  esdego- 
ties  of  users  and  ths  purposes  of  such  uses:  Generally  speaking  the 
information  in  this  file  would  not  be  routinely  available  outside  the 
agency  since  most  routiije  uses  woidd  have  to  do  with  the  appli¬ 
cant’s  volunteer  file  as  >such.  This  is  a  computerized  file  used  for 
such  things  as  payndl  informaticni,  etc.  The  system  might  be  used 
to  verify  the  fact  that  an  individual  has  served  or  is  serving  in  one 
(rf  ACTION’S  full-time  domestic  inograms. 

Policies  Mid  practices  for  staring,  retrieving,  aoccssing,  retaining, 
and  of  records  in  the  qdem: 

Storage:  Records  are  stored  on  magnetic  tape  which  is  kept  in  a 
locked  room  when  not  in  use. 

Retrievriiility:  Records  are  retrieved  by  social  security  number 
and  the  first  four  letters  of  the  last  name  of  the  volunteer. 

Safeguards;  The  material  on  these  tapes  is  generally  available 
only  to  Programmers  and  Systems  Analysts  of  the  Management  In¬ 
formation  System  and  is  so  coded  as  to  be  unavailatde  to  anyone 
rise. 
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Rctenttoo  and  disposal:  These  records  have  no  present  destruc¬ 
tion  date  and  are  maintained  premanently. 

System  managei^s)  and  address:  Chief,  Management  Information 
System/DO,/ACnON  806  Connecticut  Avenue,  N.W.,  Washington, 
D.C.  20525. 

Record  source  categories:  Volunteer  api^catiun  and  payroll 
notices. 

ACnON/DO— 5 

System  name:  Domestic  Full-Time  Volunteer  Legal 

File— ACnON/DO 

System  location:  ACTION  Domestic  Region  No.  4  (only)  730 
P^htree  Street,  N.E.  Room  895  Atlanta,  Georgia  30308 
Categories  of  imhviduals  covered  by  the  system:  Any  full-time  AC¬ 
TION  Domestic  Volunteer. 

Categories  of  records  in  the  system:  The  records  maintained  con¬ 
tain  the  following  information:  (1)  Claims  related  to  the  Federal 
Tort  Claims  Act.  (2)  Claims  related  to  the  Federal  Employee  C3om 
pensation  Act.  (3)  Support  material  for  volunteer  claims  or  losses 
and  thefts.  (4)  Legal  support  informatiori  for  volunteer  civil  and 
criminal  matters.  (5)  Material  related  to  alleged  misuse  of  General 
Services  Administration  vehicles. 

Authority  for  maintenance  of  the  syston:  The  Domestic  Volunteer 
Service  Act  of  1973,  42  U.S.C.  4951  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  cf  users  and  the  purposes  of  such  uses:  (Contents  of  these 
records  and  files  may  be  disclosed  and  used  as  follows:  (a)  To  the 
Department  of  Labor  in  connection  with  names  filed  by  volunteers 
for  compensation  under  the  Federal  Employees  (3oif^nsation  Act. 
(b)  To  the  General  Services  Administration  in  connection  with  the 
alleged  misuse  of  GSA  vehicles,  (c)  Volunteer  supervisors  and 
sponsors  who  are  involved  in  legal  matters  effecting  volunteers. 

Policfes  and  practices  for  storing,  retrieving,  accessing,  rriafaiing, 
and  disposing  of  records  in  the  sytem: 

Storage:  Files  are  maintained  in  folders  in  metal  filing  calanets 
with  manipulation  proof  combination  locks  when  not  in  immediate 
use.  , 

Retrievability:  Records  are  indexed  alphabetically  by  last  name. 
Safeguards:  Records  in  the  system,  are  available  only  to 
aporopriate  persons  in  the  regional  office  and  other  appropriate  of¬ 
ficials  of  ACTION  with  the  need  for  such  records  for  the  per¬ 
formance  of  their  duties. 

Retention  and  disposal:  Records  are  purged  annually.  Records  no 
longer  needed  are  destroyed  by  burning  or  shredding. 

System  managers)  and  address:  Regional  Attorney,  Region  IV 
730  Peachtree  Street,  N.E.,  Room  895  Atlanta,  Geoigia  30308 
Record  source  catey.mrie8:  The  source  of  the  information  may  be 
the  vfdunteer’s  sponsor,  the  Volunteer’s  supervisor  or  any  other 
person  involved  in  these  legal  matters  including  ACTION  em¬ 
ployees  such  at  the  State  Director. 

ACnON/DO— 6 

System  name:  Domestic  Volunteers  Status  Change  System 
System  locathm:  All  ACTION  Domestic  Regional  Offices  (See 
Preliminary  Statement  for  addresses) 

Categories  of  individuals  covered  by  the  system:  Any  person  wlio 
is  serving  or  has  served  as.  a  full-time  ACTION  domestic  volunteer 
under  Title  I  of  the  Domestic  Volunteer  Services  Act  of  1973  (42 
U.S.C.  4951)  including  VISTA,  ACTION  Cooperative  Volunteer 
(ACV),  University  Year  for  ACTION  (UYA),  Program  for  Local 
Services  (PLS),  Volunteers  in  Justice  (VU)  and  Veterans  Reach 
(VETREACH). 

Categories  of  records  in  the  system:  Record  maintained  in  a  single 
index  card  containing  the  date  volunteer  entered  training,  the  date 
of  placement,  extra  payments  made  for  travel  and  Uaining  and  the 
dates  of  termination,  reenrollments,  and  extensions. 

Authority  for  maintenance  of  the  system:  Title  I  and  Title  IV  of 
the  Domestic  Volunteer  Service  Act  of  1973,  42  U.S.C.  4951  et  seq. 

Routfaie  uses  of  records  maintained  in  the  system.  Including  catego- 
rks  of  users  and  the  purposes  of  such  uses:  Contents  of  these 
records  and  files  may  be  disclosed  and  used  as  follows:  a.  To  the 
Dqtaitinent  of  Health,  Education  and  Welfare  for  the  purpose  of 
cer^ying  student  loans,  b.  Verification  of  present  or  past  volunteer 
status,  c.  To  volunteer’s  relatives  so  that  he  may  be  located  in  case 
of  emergency. 
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Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytenu 

Storage:  Files  are  maintained  in  foldeis  in  metal  filing  cabinets 
when  not  in  immediate  use. 

RetrievaMlity:  Records  are  indexed  altdiabetically  by  last  name. 
Safeguards:  Records  in  the  system  are  available  only  to  ap¬ 
propriate  persons  in  tiie  regional  offices  and  other  appropriate  offi¬ 
cials  of  ACTION  with  the  need  for  such  records  for  the  per¬ 
formance  of  their  duties. 

Retration  and  disposal:  Records  in  this  system  are  maintained  as 
a  permanent  reem'd. 

Systeoa  managerfs)  and  address:  Administrative  Officer,  Regional 
Office. 

Record  source  categories:  Volunteer  personnel  reedk-ds. 

ACnON/DO— 7 

System  name:  Employe ;  Jnofficial  Personnel  Files 
System  location:  All  ACTION  Domestic  Regional  Offices.  In 
some  cases,  these  files  may  be  located  in  ACTION  State  Offices. 
The  supervising  ACTION  Regional  Office  shall  be  responsible  for 
all  relevant  requests  in  such  cases. 

Categortes  of  indiviiluals  covered  by  the  system:  Current  ACTION 
Domestic  Regional  employees. 

Categories  of  records  inrthe  system:  The  records  maintained  con¬ 
sist  of  copies  of  personnel  documents  sent  to  ACTION  Headquar¬ 
ters  in  Washington  including  employment  applications,  appointment 
papers,  job  descriptions  and  personnel  action  change  notices.  The 
Official  Personnel  Folder  is  maintained  in  ACTION  Headquarters 
in  Washhtgton. 

Authority  for  mainteasiice  of  the  system:  The  Domestic  Volunteer 
Service  Act  of  1973,  42  U.S.C.  4951  ct  seq. 

Routiiie  uses  of  records  mabitained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  There  are  no  routine 
uses  other  than  those  in  the  Preliminary  Statement 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Files  are  maintained  in  folders  in  metal  filing  cabinets 
with  manipulation  prooi  coiid>ination  locks  when  not  in  immediate 
use. 

Retrievability:  Records  are  indexed  alphabetically  by  last  nair.e. 
Safeguards:  Records  in  the  system  are  available  only  to  ap¬ 
propriate  persons  in  the  regional  offices  and  other  appropriate  offi¬ 
cials  of  ACTION  with  the  need  for  such  records  for  the  per¬ 
formance  of  their  duties. 

Retention  and  disposal:  Files  are  retained  until  the  employee  ter¬ 
minates  his  service  at  the  regional  office  and  destroyed  bv  burning 
or  shredding  one  year  after  such  termination. 

System  managerfs)  and  address:  Administrative  Officer,  ACTION 
Regional  Office 

Record  source  c^egories:  The  data  b  obtained  from  the  em¬ 
ployee,  his  references  and  Agency  personnri  forms. 

ACnON/ORC— 1 

System  name;  Prace  Corps  Applicant  Record  System — ACTION/IO 
System  locatioa:  Placement  Division,  Office  of  Recruitment  and 
Communications/ACnON,  1735  Eye  Street,  N.W.,  Washington, 
D.C.  20525. 

Categories  of  intUviduals  iA.>vered  by  the  system:  Any  person 
whose  application  to  ACTION  for  enrollment  as  a  Peace  Corps 
volunteer  has  been  accepted  by  an  ACTION  Service  Center. 

Categories  of  records  in  the  system:  The  records  maintained  in¬ 
clude  tte  application  of  a  Peace  <3orps  applicant,  material  received 
from  references  provided  by  him,  background  investigation  material 
including  a  National  Agency  C!heck  inrovided  by  the  Civil  Service 
Commission,  invitations  to  training  and  similar  material  having  to 
do  with  the  enrrdlment  of  an  individual  as  a  Peace  Corps  trainee. 

Authority  lor  maintenance  of  the  qratem:  The  Peace  Corps  Act,  22 
U.S.C.  2501,  2504. 

Routine  uses  of  recneds  maintained  in  the  i^stem,  including  catego¬ 
ries  of  uBcn  and  the  purposm  of  such  uses:  The  contents  of  these 
records  and  files  may  be  discloaed  and  uted  as  f<^ws:  To  host 
conitiry  r^ktials  uheie  necessary  to  obtain  visas  or  to  inform  such 
hori  countries  of  the  impending  arrival  of  the  volunteer  and  for 
review  of  such  vohmteer’s  qualifications  for  the  mtended  program. 
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Polides  and  ivactkes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  4he  sytem: 

Storage:  Files  are  maintained  in  f<Mers  in  metal  file  cabinets  with 
manipulation  proof  combination  locks. 

Retrievability:  Records  are  indexed  in  termiital  digit  caxler. 
Safeguards:  Records  in  this  system  are  available  only  to  ACTION 
employees  having  a  need  for  such  records  in  the  performance  of 
their  duties  as  such. 

Retentioa  and  dtsposal:  Records  of  applicants  rejected  at 
prescreening  process  are  destroyed  within  six  months  of  such  ac¬ 
tion.  Records  of  applicants  rejected  during  processing  are  destroyed 
within  one  year  alter  such  action.  R^x>rds  of  applicants  who  are 
accepted  become  part  of  the  Peace  Corps  volunteer  record  system 
System  managerts)  and  arldress:  Chief,  AppUcant  Records  Center, 
Office  of  Recruitment  and  Communications,  1735  Eye  Street, 
N.W.,  Washington,  D.C.  20525. 

Record  source  categories:  Peace  Corps  applicants  References  sup¬ 
plied  by  individuals  listed  by  Peace  Corps  applicants.  Information 
obtained  from  United  States  Government  investigative  agencies  in¬ 
cluding  the  Civil  Service  Commission. 

ACnON/ORC— 2 

System  name:  Combined  Domestic  and  International  Volunteer  Ap¬ 
plicant  System — ACTION/ORC 

System  location:  Office  of  Recruitment  and  Communica- 
uons/ACriON  1717  H  Street,  N.W.,  Washington,  D.C.  20525. 
'Categories  of  individuals  covered  by  the  system:  Any  person  who 
applies  to  ACTION  as  a  full-time  volunteer  in  Domestic  or  Peace 
Corps  Volunteer  programs.  This  file  has  been  in  existence  since 
June  1974. 

Categories  of  records  in  the  system:  'Fhc  records  contain  the  fol¬ 
lowing  information:  Name,  Date  of  Birth,  Sex,  Social  Security 
Number,  Type  of  Volunteer  Applied  for.  Marital  Status,  Person^ 
Statistics,  Skills,  Educational  Level,  Method  of  Recruitment,  Date 
of  Availability,  Status  Codes  (Rejection  Codes),  similar  data 
required  to  process  a  person  as  an  applicant  and  report  on 
processing  progress. 

Authority  lor  maintenance  of  the  system:  Section  404(e)  of  the 
Domestic  Volunteer  Service  Act  of  1973  (42  U.S.C.  5044(e)).  Peace 
Corps  Act,  22  U  S.C.  2501 ,  et  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Preliminary  State¬ 
ment. 

Policies  and  practices  for  storing,  rctrievhig,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Files  are  contained  in  disc  packs  with  tape  backup  and 
are  kept  in  metal  file  cabinets  with  manipulation  proof  combination 
locks  when  not  in  immediate  use. 

Retrievability;  Files  are  retrievable  through  the  last  name  and  so¬ 
cial  security  number. 

Safeguards:  Records  in  the  system  are  available  only  to  ap¬ 
propriate  personnel  in  the  Planning  and  Evaluation  Division,  Office 
of  Recruitment  and  Communications  and  other  officials  of  AC¬ 
TION  with  a  need  of  such  records  in  the  performance  of  their  du¬ 
ties. 

Retentioa  and  disposal:  Records  in  the  system  are  maintained  in¬ 
definitely. 

System  managerfs)  and  address:  Director,  Planning  and  Evsdua- 
tion  Division,  Office  of  Recruitment  and  Ckmununications,  AC- 
.TION  1717  H  Street,  N.W.,  Washington,  D.C.  20525. 

Record  source  categories:  Information  is  obtained  from  the  Api^- 
cation  provided  by  the  Applicant  and  Evaluations  made  by  the  AC¬ 
TION  Placement  Division. 

ACnON/ORC— 3 

System  name:  Volunteer  Api^cants  Record 

System— ACnON/ORC 

System  location:  ACTION/ORC  Field  Service  dlenters:  New  York 
Service  Center/ACTION  26  Federal  Plaza,  1605,  New  Yoric,  New 
York  10007.  Washington  Service  C^ter/ACTTION  806  Connecticut 
Avenue,  N.W.  P-314,  Washington,  D.C.  20525.  Chicago  Service 
Center/ACnON  1  North  Wacker  Ehive,  3rd  Floor,  Clticago  lUincMS 
60606  Dallas  Service  CZenter/ACTlON  Corrigan  Tower  Building, 
1620^  212  No.  Sl  Paul  Street,  Dallas,  Texas  75201.  San  Frandaco 
Service  Center/ACTION  100'  McAHister  Street,  24th  Floor,  San 
Francisco,  California  94102. 


Categories  of  individuals  covered  by  the  system:  Any  person  ap¬ 
plying  as  a  full-time  ACTION  volunteer  for  domestic  or  overseas 
programs  under  the  Peace  Corps  Act  or  Title  I  of  the  Domestic 
Volunteer  Service  Act  of  1973. 

Categories  of  records  in  the  system:  Records  maintained  in  the 
system  include  applications,  references,  invitations  to  training, 
medical  fitness  reports,  correspondence  and  similar  documents. 

Authority  for  maintenance  of  the  system:  The  Peace  Corps  Act  22 
U.S.C.  2501,  et  seq.;  The  Domestic  Volunteer  Service  Act  of  1973, 

42  U.S.C.  4501  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  contents  of  these 
records  may  be  disclosed  and  used  as  fdlows:  To  any  source  from 
which  information  is  requested  in  the  course  of  an  investigation  of 
qualifications  or  suitability  of  an,  applicant  to  the  extent  necessary 
to  identify  the  individual,  inform  the  source  of  the  nature  and  pur¬ 
pose  of  ^e  investigation  and  to  identify  the  type  of  information 
requested. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytan: 

Storage:  Maintained  in  file  folders  in  metal  filing  cabinets  with 
manipulation  proof  combination  locks. 

Retrievability:  The  last  initial  of  the  applicant’s  name  and  his  so¬ 
cial  security  number  are  used  as  a  person^  identifter. 

Safeguards:  Records  in  the  system  are  generally  available  only  to 
ACmON  employees  having  a  need  for  such  records  in  the  per¬ 
formance  of  their  official  duties. 

Retention  and  disposal:  Records  of  applicants  rejected  at 
prescreening  process  are  destroyed  in  six  months.  Records  of  appli¬ 
cants  rejected  during  processing  are  destroyed  within  one  year. 
Records  of  applicants  who  are  accepted  for  service  b^ome  a  part 
of  the  volunteer  folder  of  such  individual. 

System  manager(s)  and  address:  llie  Placement  Manager  at  each 
of  the  ACTION  Service  Centers  acts  as  manager  for  his  segment  of 
the  system. 

Record  source  categories:  Information  in  the  system  is  obtained 
from  the  foUoNving  categories  of  sources:  From  the  individual  to 
whom  the  record  pertains.  From  references  supplied  by  the  in¬ 
dividual  to  whom  the  record  pertains.  From  United  States  Govern¬ 
ment  investigative  agencies  and  local  law  enforcement  officials. 

ACnON/ORC— 4 

System  name:  Peace  (Jorps  Applicant  File  for  period  1%3  to  June', 
1974— ACmON/ORC 

System  location:  Office  of  Recruitment  and  Communica- 
tions/ACnON  1735  Eye  Street,  N.W.,  Washington,  D.C.  20525. 

Categories  of  intlividuals  covered  by  the  system:  Any  person  who 
applied  to  become  a  Peace  Cenps  Volunteer  between  1963  and 
June,  1974. 

Categories  of  records  in  the  system:  Records  maintained  contain 
iq;>plicant  information  as  follows:  Name,  date  of  birth,  sex,  social 
security' number,  (Tiarital  status,  personal  statistics,  skills,  educa¬ 
tional  level,  method  of  recruitment,  date  of  availability,  and  similar 
data  required  to  process  a  person  as  an  applicant  and  report  on 
processing  progress. 

Authority  for  maintenance  of  the  system:  Peace  Corps  Act,  22 
U.S.C.  2501  et  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Preliminary  State¬ 
ment. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  are  stored  on  magnetic  tapes  which  are  main¬ 
tained  in  metal  file  cabinets  with  manipulation  proof  combination 
locks  when  not  in  immediate  use. 

Retrievability:  Records  are  indexed  alphabetically  and  by,  Social 
Security  number.  ' 

Safeguards:  Records  in  this  system  are  availaUe  only  to  ap¬ 
propriate  personnel  in  the  Ftamiing  and  Evaluation  Division,  Office 
of  Recruitment  and  Communications'  and  to  other  appropriate  offi¬ 
cials  of  ACTION  with  the  need  for  access  to  such  recces  for  the 
performance  of  their  duties. 

Retentioa  and  (hsposal:  These  records  are  kept  indefinitely. 

System  manayrfy)  and  address:  Chief  Director  Planning  and 
Ev^uation  Diviskm  Ofitice  of  Recruitment  and  Communica- 
tions/ACnON  1735  Eye  Street,  N.W.,  Washiii^on,  D.C.  20525. 
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Record  source  categories:  Information  is  obtained  from  the  appli¬ 
cation  provided  by  the  applicant  and  evaluations  made  by  the 
placement  division  of  the  Office  of  Recruitment  and  Communica¬ 
tions. 

ACnON/ORC— 5 

System  name:  Domestic  Program  Applicant  Medical  Record 
System  location:  ORC  Field  Service  Centers;  New  York  Service 
Center/ACTION  26  Federal  Plara,  1605  New  York,  New  York 
10007  Washington  Service  Center/ACTION  (Xfice  of  Health  Ser¬ 
vices  806  Connecticut  Avenue,  N.W.,  Room  P-214  Washington, 
D.C.  20525.  Chicago  Service  Center/ACTION  1  North  Wacker 
Drive,  3rd  Floor  Chicago,  Illinois  60606  Dallas  Service 

Center/ACTION  Corrigan  Tower  Building,  no.  1620  212  No.  St. 
Paul  Street  Dallas,  Texas  75201  San  Francisco  Service 
Center/ACTION  100  McAllister  Street,  24th  Floor  San  Francisco, 
California  94102 

Categories  of  indbiduals  covered  by  the  system:  Any  person  ap¬ 
plying  as  a  volunteer  in  a  domestic  ACTION  pro^am  who  is  over 
44  years  of  age  or  has  reported  in  his  application  information  which 
causes  ACTION  selection  officials  to  require  medical  examination 
or  history. 

Categories  of  records  in  the  system:  Tliis  system  contains  medical 
histories,  records  of  examination,  and  related  medical  information. 

Authority  for  maintenance  of  the  system:  Domestic  Volunteer  Ser¬ 
vice  Act  of  1973,  42  U.S.C-  4951  et  seq. 

Routine  uses  of  recoixls  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  ctHitents  of  .these 
records  and  files  may  be  disclosed  and  used  as  follows:  Informa¬ 
tion  may  be  provided  to  a  physician  or  other  medical  personnel 
treating  the  applicant.  In  situations  where  it  is  practicable  the  appli¬ 
cant’s  consent  will  be  obtained  before  releasing  such  information. 

Polidcs  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Records  in  this  system  are  maintained  in  lockable  metal 
fQe  cabinets  or  secured  rooms. 

Retrievability:  Records  are  filed  alphabetically. 

Safeguards:  Records  in  tins  system  are  generally  available  only  to 
ACTION  personnel  having  a  need  for  such  information  in  the  per¬ 
formance  of  their  official  duties.  Information  is  released  only  with 
the  written  consent  of  the  applicant/volunteer  and  only  to  a  physi¬ 
cian  or  medical  authority.  ,  ■  . 

Retention  and  disposal:  Records  of  applicants  W'ho  do  not  become 
volunteers  are  destroyed  by  burning  or  shredding  after  one  year. 
Records  of  applicants  who  become  volunteers  are  forwaided  to  the 
appropriate  Domestic  Regional  Office.  Upon  termination  of  the 
volunteer's  service,  these  records  are  returned  to  the  Office  of 
Health  Services  and  retired  to  the  Federal  Records  Center  where 
they  are  maintained  for  fifty  years- and  then  destroyed  in  accord 
with  the  regulations  of  the  Center. 

System  manager(s)  and  address:  Placement  Manager  of  the  £q>- 
propriate  Field  Service  Center  is  the  System  Manager  of  that  por¬ 
tion  of  the  system  under  his  or  her  control. 

Record  source  categories:  Information  contained  in  these  systems 
was  obtained  from  the  foUowing  categories  of  souxes;  A.  Examin¬ 
ing  physicians  and  other  medical  bersonnel.  B.  Applicants  for 
volunteer  service.  C.  ACTION  personnel. 

ACnON/GC— 1 

System  name:  Conflict  of  Interest  Records — ACTION/GC 
System  location:  Office  of  General  Counsel/ACnON/M-607  806 
Connecticut  Avenue,  N.W.,  Washington,  D.C.  20525. 

Categories  of  individuals  covered  by  the  qrstem:  Employees,  con¬ 
tractors,  consuhants  and  other  persons  employed  by  or  dealing  with 
ACTION. 

Categories  of  records  in  the  system:  Statement  of  personal  and 
fanuly  interests  in  business  enterprise  correspondence  with  respect 
thereto  including  oi^ons  of  counsel  and  confirmation  materials. 

Authority  for  mainteaance  of  the  system:  18  U.S.C.  306  and  E.O. 
11222  (5865). 

Routine  uses  of  records  mainUdned  in  the  system,  inciudfaig  catego¬ 
ries  of  users  aud  the  purposes  of  such  uses:  See  preliminary  state¬ 
ment. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposiRg  of  records  in  the  syt'^m: 

Storage:  Files  are  maintained  in  folders  in  metal  file'  cabinets  with 
inanipuletion  proof  combination  locks. 


Retrievability:  Records  are  indexed  alphabetically. 

Safeguards:  Records  are  generaOy  available  only  to  attorneys  and 
other  personnel  of  the  Office  of  General  Counsel  and  to  designated 
ACTION  officials  having  a  need  for  such  knowlec^e  in  the  per¬ 
formance  of  their  official  duties. 

Retention  and  disposal:  Records  are  puiged  annually  and 
destroyed  two  years  after  they  are  obtained  unless  there  is  a 
specific  need  for  the  retentiem  of  any  specific  record. 

System  manager(s)  and  address:  General  Counsel/ ACriON/M-607 
806  Connecticut  Avenue,  N.W  ,  Washington,  D.C.  20525. 

Record  source  cathodes:  £>ata  is  obtained  from  the  following' 
categories  of  sources:  1.  Employees  of  ACTION  2.  Work  product 
of  attorneys  for  ACTION. 

ACnON/GC— 2 

System  name:  Legal  Files  —  Staff  and  Applicants  (A- 

Z)— ACTION/GC 

System  location:  Office  of  the  General  Counsel/ACmON  806 
Connecticut  Avenue,  N.W.,  Washington,  D.C.  20525. 

Categories  of  individuals  covered  by  the  system:  1.  Applicants  for 
employment  with  ACTION  2.  Staff  employees  of  ACTION 

Cat^ories  of  records  in  the  system:  Records  of  any  legal  matter 
effecting  any  present  or  former  staff  member  of  ACTION  or  any 
applicant  for  employment  in  ACTION  whose  employment  has 
raised  any  legal  question.  Included  among  the  kinds  of  records 
maintained  are  those  involving  employee  grievances,  appeals  from 
adverse  actions,  claims  by  and  against  staff  members,  records  con¬ 
cerning  litigation  in  which  ACTION  staff  members  become  in- 
vooved  as  parties,  I^al  queries  from  staff  members  regarding 
themselves  or  their  employment  and  answers  thereto  and  any  other 
matter  involving  a  contact  between  a  staff  member  and  an  attorney 
of  the  Office  of  General.  Counsel 

Authority  for  mainteaance  of  the  system:  These  records  are  main¬ 
tained  under  the  general  authority  of  the  Office  of  General  Counsel 
to  represent  the  Agency  in  connection  with  its  dealings  with  its  em¬ 
ployees  and  the  general  functions  of  the  Office  of  General  Counsel 
to  provide  advice  and  counsel  to  the  Director  of  the  Agency  and 
his  staff. 

Routine  uses  of  records  mamtained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  not 
routir.ely  disclosed  outside  the  Agency  except  in  the  following  cir¬ 
cumstances:  I.  To  the  Department  of  Justice  in  conjunction  with 
litigation  or  potential  litigation  in  situations  in  ^^ch  the  Depart¬ 
ment  may  be  called  upon  to  provide  representation  to  Ute  Agency. 
2.  In  circumstances  set  forth  in  paragraphs  1,  2  and  7  of  the  general 
routine  uses  set  forth  in  the  Preliminary  Statement. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaiidng, 
and  disposing  of  records  in  the  sytem: 

Storage:  Files  are  kept  in  separate  file  folders  in  cabinets  secured 
by  changeable  combination  locks  or  bar  locks  secured  by  such 
combination  locks  and  in  rotun  locked  when  not  in  use. 

Retrievability:  Files  are  maintained  under  subject  headings  but 
access  to  files  concerning  individuals  may  be  by  referring  to 

an  alfdiabetical  index. 

Safeguards:  Files  are  available  only  to  personnel  of  the  Office  of 
Gener^  Counsel  which  includes  attorneys  and  confidential  secreta¬ 
ries. 

Retention  and  disposal:  Files  are  maintained  for  the  duration  of 
the  litigation  or  other  matter  to  which  they  refer  and  retired  on  an 
annual  review  basis  to  the  Federal  Records  Center  for  27  years  at 
which  time  they  are  destroyed. 

System  managerfs)  and  address:  General  Counsel,  ACTION  806 
Connecticut  Avenue,  N.W.,  Room  M-607,  Washington,  D.C.  20525. 

Reexard  source  categories:  Data  is  obtained  from  the  following 
categories  of  sources:  1.  ACTION  emidoyees.  2.  C^orrespondence 
and  reports  from  persons  and.agencies  dealing  with  the  agency  and 
its  emidoyees.  3.  Work  product  and  research  of  lawyers  of  the  of¬ 
fice. 

ACTKMS/CX:— 3 

System  name:  Legal  Hies  -  Vohmteers  and  Applicants  (A- 

z)— AcnoN/cx: 

System  location:  OfBce  of  the  General  C>>unsel/ ACTION,  Room 
M-6GI7  806  Lkxinecticut  Avenue,  N.W.,  Washington,  D.C.  20525. 

Categories  of  individuals  covered  by  the  system:  Current  and 
former  ACTION  vedunteers,  and  app-llcants  for  vo!ur.tecr8  service. 
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Categories  of  records  in  the  system:  Records  of  any  legal  matter 
effecting  volunteers  or  applicants  fw  volunteer  service,  including 
grievances,  appeals  from  decisions  of  ACTION  staff,  claims 
against  volunteers,  claims  by  volunteers,  records  of  litigations  in 
which  ACTION  is  involved  as  a  party,  or  in  conjunction  with  any 
obligation  under  the  Peace  Corps  Act  or  the  Domestic  Volunteer 
Service  Act  to  provide  legal  defense,  legal  queries  from  volunteers 
or  applic-ants  and  answers  thereto,  and  any  other  matter  involving 
contact  between  a  volunteer  and  the  Office  of  General  Counsel. 

Routine  u.<cs  of  records  maintained  in  the  system,  iiKluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Peace  Corps  Act  22, 
U.S.C.  2501.  The  I^mestic  Volunteer  Service  Act  of  1973,  42 
U.S.C.  4951.  In  addition  to  authority  specifically  contained  in  the 
above-named  Acts,  these  records  maintained  as  an  adjunct  to  the 
normal  requireiiKnts  of  the  functions  of  the  Office  of  General 
Counsel  to  provide  advice  and  counsel.  0 

Routine  uses  of.  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  not 
routinely  disclosed  outside  the  Agency  except  in  the  f<41owing  cir¬ 
cumstances:  1.  To  the  Department  of  Justice  in  conjunction  with 
litigation  or  potential  litigation  in  situations  in  which  the  Depart¬ 
ment  may  be  called  upon  to  provide  representation  to  the  Agency. 

2.  In  circumstances  set  forth  in  paragra^s  1 ,  2  and  7  of  the  general 
routine  uses  set  forth  in  the  Preliminary  Statement. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Files  are  kept  in  separate  file  folders  in  cabinets  secured 
by  changeable  combination  locks,  and  in  a  room  locked  when  not 
in  use. 

Rctrievabilhy:  Files  are  maintained  under  subject  headings  but 
access  may  be  gained  by  referring  to  an  alphabetical  name  index. 

Safeguards:  Files  are  available  only  to  personnel  of  the  Office  of 
Generid  Counsel  which  iiKludes  attorneys  and  confidential  secreta¬ 
ries. 

Retention  and  disposal;  Files  are  maintained  for  the  duration  of 
the  litigation  or  other  matters  to  which  they  refer  and  retired  on  an 
annual  review  basis  to  the  Federal  Records  Center  for  27  years  at 
which  time  they  are  destroyed. 

System  manager(s)  and  address:  General  Counsel/ ACTION,  Room 
M-607  806  Connecticut  .Avenue,  N.W.,  Washington,  D.C.  20525. 
Record  source  categories:  ACTION  employees  and  volunteers. 

AtmON/IO— 1 

System  name:  Peace  Corps  Volunteer  Death  Files — ACTION/IO 
System  location:  Office  of  Special  Services/ ACTION  806  Connec¬ 
ticut  Avenue,  N.W,  Washington,  D.C.  20525. 

Categories  of  individuals  covered  by  the  system:  Peace  Coips 
Volunteers  and  T  rainees  who  have  died  during  service  or  training- 
Categories  of  records  fai  the  system:  Official  cables  relating  to  the 
death  and  subsequent  disposition  of  the  body  Eye  Witness  or  oUier 
accounts  of  the  occurrence  or  event.  Medical  Reports  including  an 
autopsy  report  if  any.  Designation  of  beneficiary  statement.  D^th 
certificate.  Police  report.  Copies  of  all  correspondence  with  family 
and  next  of  kin  of  deceas^  volunteers.  Proof  of  receipt  .of  in¬ 
surance  and  readjustment  allowance  check  and  other  financial 
documents  having  to  do  with  the  death  of  a  volunteer  or  trainee. 

Authority  for  maintenance  of  the  qrstem:  The  Peace  Corps  Act  22 
U.S.C.  Section  2500,  et  seq.  and  Section  2504<d). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  contents  of  th^e 
records  and  files  may  be  disclosed  and  used  as  follows:  a.  To  noti¬ 
fy  an  appropriate  insurance  company  to  obtain  the  payment  of  life 
insurance  benefits  and  personal  luopeity  insurance,  b.  To  notify  the 
Office  of  the  Vice  President  for  the  preparation  of  appropriate  con¬ 
dolence  letters,  c.  Fo  notification  to  the  Department  of  State,  d. 
Notification  of  the  Department  of  Labor/Office  of  Federal  Em¬ 
ployees  Compensation,  e.  To  the  famOy  and  riext  of  kin  of  the 
deceased  volunteer  or  trainee. 

Policies  and  practices  for  storing,  retrieving,  nccessfaig,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  f^es  are  maintained  in  folders  in  metal  file  cabinets  in  a 
room  locked  during  off  duty  hours  in  a  buikhng  with  a  24  hour 
security  guaid. 

Retries  ability;  Records  are  indexed  in  alphabetical  order. 
Safeguards:  Records  are  available  to  officials  of  ACllON  with  a 
need  for  s>Kh  iv^rords  for  the  performance  of  their  duties. 


Retention  and  disposal:  Records  in  this  system  are  n\aintained  in 
ACTION  for  ten  years  at  which  time  they  are  destroyed  by  burning 
or  shredding. 

System  manager(s)  and  address:  Chief,  Persoimel  Security 
Branch,  Office  of  Special  Services/lO  ACTTON,  806  Connecticut 
Avenue,  N.W.  Washington,  D.C.  20525. 

Record  source  cailegories:  Information  contained  in  this  system 
was  obtained  from  the  following  categories  of  sources:  Peace  Corps 
Country  Staff  American  Embassy  and  Consulates  Host  Country 
Police  Host  Country  'Ministry  Officials  Staff  of  the  Office  of  Inter¬ 
national  Operations,  ACTION  Insurance  Companies  Witnesses  to 
any  accident  or  occurrence  causing  the  death  of  a  volunteer  or 
trainee. 

ACnON/lO— 2 

System  name:  Peace  Corps  Volunteer  Program  Correspondence 
System— ACnON/lO 

System  localion:  These  records  are  maintained  in  the  office  of 
each  Peace  Corps  program  overseas.  There  are  at  present  an  excess 
of  60  such  offices  and  this  number  fluctuates  from  time  to  time  as 
programs  are  added  or  withdrawn.  A  complete  list  with  specific  ad 
dresses  will  be  provided  upon  request  to  the  Director  of  Adminis¬ 
trative  Services,  ACTION,  806  Connecticut  Avenue,  N.W., 
Washington,  D.C.  20525.  Any  particular  country  in  which  Peace 
Corps  maintains  a  program  may  be  addressed  by  writing  to  the 
Country  Director,  P^ce  Corps,  c/o  the  American  Embassy  in  such 
country. 

Categories  of  individuals  covered  by  the  system:  Current  and 
Former  Peace  Corps  Volunteers  Current  and  Former  Peace  Corps 
Trainees 

Categories  of  records  in  the  system;  Correspondence  between 
Peace  Corps  staff  and  volunteer  or  trainees. 

Authority  for  maintenance  of  the  system;  The  Peace  Corps  Act,  22 
U.S.C.  Section  2501  et  seo. 

Routine  uses  of  records  maintained  in  Ute  sy  stem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  contents  of  these 
records  and  files  may  be  disclosed  and  used  as  follows:  There  are 
no  routine  uses  this  system  other  than  as  indicated  in  the 
preliminary'  statement. 

Policies  and  practices  for  stcaing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem; 

Storage:  l-'iles  are  maintained  in  folders  and  metal  file  cabinets 
with  inaiiipulalion  proof  combination  lock. 

RetrievabilHy:  Records  are  indexed  in  alphabetical  order. 
.Safeguards:  Records  are  available  only  to  the  Country  Director 
and  his  staff  xtith  a  need  for  such  records  in  the  performance  of 
their  duties. 

Retention  and  disposal:  These  files  are  retired  and  destroyed  after 
a  volunteer  terminates,  providided  that  dcKuments,  reports,  etc., 
having  Cimtinuing  use  in  programs  may  be  retained  in  appropriate 
program  files. 

System  maiiagerfs)  and  address:  The  Country  Director  in  each 
country  in  wliich  Peace  Corps  serves. 

Record  source  uRegorics:  Peace  Corps  volunteers  Peace  Corps 
staff  Host  cixmtry  ministry  officials. 

ACTTON/IO— 3 

System  name:  Peace  Corps  Volunteer  Financial 

Records— ACnON/lO 

System  location:  TTiese  records  are  maintained  in  the  office  of 
each  Peace  Corps  program  overseas.  There  are  at  present  in  excess 
of  60  such  offices  and  this  number  fluctuates  from  time  to  time  as 
programs  are  added  or  withdrawn.  A  complete  list  with  specific  ad 
dresses  will  be  provided  upon  request  to  the  Dirrctor  of  Adminis¬ 
trative  Services,  ACTION.  806  Connecticut  Avenue,  N.W., 
Washington,  D.C.  20525.  Any  particular  country  in  which  Pbacc- 
Corps  maintains  a  program  may  be  addresstnl  by  writing  to  the 
Country  Director,  c/o  the  American  Embassy  in  such  country. 

Categurkx  of  individuals  covered  by  the  sy.stcm:  Current  an«l 
former  Peace  Corps  volunteers  and  trainees. 

Catqtorics  of  records  in  the  system;  This  system  consists  of 
records  of  all  payments '  or  accrued  credits  to  volunteers  and 
trainees,  and  records  of  any  arlvances  or  other  items  due  from 
volunteers  or  trainees  to  the  govenunent  The  recotds  mclude  thi>se 
of  monthly  living  allowances,  leave  allowances,  settlinq  in  al 
lowances,  etc. 
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Autbority  for  mohitfnance  of  the  lystcm:  The  Peace  Corps  Act,  22 
U.S.C.  Section  2501,  2504. 

Routine  uses  at  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpo^  of  such  uses:  The  contents  of  these 
records  and  files  may  be  disclosed  and  used  as  follows:  a.  To  ap¬ 
propriate  U.S.  Government  agencies  for  monthly  payroll  prepara¬ 
tion.  b  To  the  U.S.  Treasury  for  the  purpose  of  reporting  overpay¬ 
ments.  c.  To  the  Social  Security  Administration  for  the  purpose  of 
reporting  Social  Security  withholdings. 

Policies  and  practices  for  storing,  retrieving,'  accessing,  retainmg, 
and  disposing  of  records  in  the  sytem: 

Storage:  Files  are  maintained  in  folders  and  metal  file  cabinets 
.  with  manipulation  proof  combination  lock. 

Ketrievability:  Records  are  indexed  in  alphabetical  order  in  each 
location. 

Safeguards:  Records  are  available  only  to  ACTION  staff  with  a 
need  for  such  records  in  the  performance  of  their  duties. 

Retcntioa  and  disposal:  These  files  are  retained  for  two  years  and 
then  are  destroyed. 

System  managerfs)  and  address:  The  Country  Director  in  each 
country  in  which  Peace  Corps  serves. 

Record  source  categories:  Peace  Corps  Volunteers  and  Trainees 
Personnel  of  ACTION,  Office  of  Administration  and  Finance 

ACTKW/IO— 4 

System  name:  Overseas  Health  Records — ACTION/IO  • 

System  location:  These  files  are  maintained  in  the  Office  of  the 
Medical  Officer  in  each  country  in  which  Peace  Corps  employs 
such  an  official. 

Categories  of  individuals  covered  by  the  system:  Peace  Corps 
Volunteers  Peace  Corps  Trainees  Peace  Corps  Staff  Members. 

Categories  of  records  in  the  system:  Medical  History  and  Record 
of  treatment  received  while  in  Peace  Corps. 

Authority  for  mrintenance  of  the  system:  The  Peace  Corps  Act,  22 
U.S.C.  Section  2501  et.  seq. 

Routine  ut-es  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  contents  of  these 
records  and  files  may  be  disclosed  and  used  as  foOows:  a.  To  medi¬ 
cal  personnel  in  tlM  process  of  treating  the  volunteer  or  staff 
member  or  trainee  who  have  a  need  for  such  record  in  order  to 
provide  appropriate  treatment,  b.  See  Preliminary  Statement. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaiidng, 
and  disposing  of  records  in  the  sytem: 

Storage:  Files  are  maintained  in  folders  in  metal  file  cabinets  with 
manipulation  proof  combination  lock. 

Retrievability:  Records  are  indexed  In  alphabetical  order. 
Safeguards:  These  records  are  available  only  to  medical  personnel 
of  the  Peace  Corps. 

Retention  and  disposal:  Upon  termination  of  the  volunteer, 
trainee  or  staff  member,  these  records  are  sent  to  Health  Services 
Division  of  Adnunistration  and  Finance,  ACTION,  Washington, 
806  Connecticut  Avenue,  N.W.,  Washington,  D.C.  20525  for  ulti¬ 
mate  disposition  along  with  other  employee  health  records. 

System  manager(s)  and  address:  Hre  Medical  Officer  at  any  Peace 
Corps  post  is  System  Manager  for  this  system. 

Record  source  categories:  Peace  Corps  Overseas  Staff  Members 
Peace  Corps  Trainees  and  Volunteers  Peace  Corps  Medical  Offi¬ 
cials 

ACTION/IO— 5 

System  name:  United  Nations  Volunteer  System — ACTION/IO 
System  location:  Office  of  Multilateral  and  Sp^ial  Pro- 
grams/ACTION  806  Connecticut  Avenue,  N.W.,  Washington,  D.C. 
20525. 

Categories  of  individuals  covered  by  the  system:  United  Nations 
Volunteer  Corps  applicants,  trainees,  volunteers,  and  returned 
volunteers. 

Categories  of  records  in  the  system:  'These  records  contain  ai^li- 
cations,  correspondence  associated  therewith,  and  with  the  place¬ 
ment  of  the  applicant,  and  other  records  connected  with  the  appli¬ 
cation,  training  and  placement  of  persons  wishing  to  serve  or  servr 
sn^;  IS  United  Nations  volunteers.  For  short  periods  of  time 
letc.rr  iices  lumi.^hed  by  (he  apfdicant  may  be  kept  in  the  file  but 
:hfv  ar.’  transferred  to  »be  ACTION  Office  of  Recruitment  and 
Con\m«mc.ht«}n;'  which  has  the  responsibility  for  the  sdeetkm 


process.  Similaily,  medical  history  forms  are  coAected  but  are  im¬ 
mediately  forwarded  to  the  United  Nations  or  to  the  Office  of 
Medical  Affairs  (Vedunteer  Health  Service)  of  ACTION. 

Authority  for  nuuntenance  of  the  system:  The  Peace  Corpz,  22 

U.S.C.  2501  et.  seq. 

Routine  uses  of  records  mamtained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  contents  of  these 
records  and  files  may  be  disclosed  and  used  as  follows:  a. 
Designated  (rfficers  and  enq;>loyees  of  the  United  Nations  having  a 
responsibility  for  the  selecticm  and  placement  df  United  Nations 
volunteers,  b.  To  officials  of  a  proposed  host  (XHintry  desiring  the 
assignment  or  placement  of  United  Nations  vdunteers.  c.  Routine 
uses  as  contain^  in  Preliminary  Statement 

Policies  and  praetkes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytm: 

Stmrage:  Files  are  maintained  in  folders  in  metal  file  cabinets  with  . 
manipulation  proof  combinaticHi  locks. 

KetrievaMlIly:  Records  are  indexed  in  alphabetical  order. 
Safeguards:  Records  are  generally  available  only  to  personnel  of 
the  Office  of  Multilateral  and  Special  Programs  and  to  other  offi¬ 
cials  of  ACTION  haviitg  a  need  for  such  records  in  the  per- 
formaiKe  of  their  official  duties. 

Retention  and  disposal:  Records  are  maintained  in  the  Office  of 
Multilateral  and  fecial  Programs  for  two  years  foDowing  the 
completion  of  service  of  a  UN  volunteer  then  forwarded  to  AF/ 
Volunteer  Support  Services  for  maintenance  with  the  Peace  Ccups 
records  and  subsequent  removal  to  the  Federal  Records  Center. 

System  managerfs)  and  address:  Director,  Office  of  Multilateral 
and  Special  Prograins,  ACTION,  806  Connecticut  Ave.,  N.W., 
Washingt(Hi,  D.C.  20525. 

Record  source  categories:  Applicants  for  United  Nations  volunteer 
programs  References  named  by  the  applicant  Multilateral  and  Spe¬ 
cial  Pix^ams  staff  United  Nations  Staff 

ACnON/IO— 6 

System  name:  Peace  Corps  Property  Records — ACTION/IO 

System  location:  'These  records  are  maintained  in  the  office  of 
each  Peace  Corps  program  overseas.  There  are  at  present  an  excess 
of  60  such  offices  and  that  this  number  fluctuates  from  time  to  time 
as  programs  are  added  or  withdrawn.  A  complete  list  with  specific 
addresses  will  be  provided  upon  request  to  the  Director  of  Ad¬ 
ministrative  Services,  ACTION,  806  Connecticut  Avenue,  N.W., 
Washington,  D.C.  20525.  Any  particular  country  in  which  Peace 
Corps  maintains  a  program  may  be  addressed  by  writing  to  the 
Country  Director,  c/o  the  American  Embassy  in  such  country. 

Gateguries  of  individuals  covered  by  the  system:  Current  and 
former  Peace  Corps  staff  Current  and  former  Peace  Corps  volun¬ 
teers  Current  and  former  Peace  Corps  trainees  who  have  trained 
overseas. 

Categories  of  records  in  the  system:  These  files  consist  of  records 
of  U.S.  Government  property  assigned  to  Peace  Corps  staff,  volun¬ 
teers  or  trainees  for  vriiich  tl^y  are  accountable  and  which  must  be 
returned  to  the  Peace  Corps. 

Authority  for  midntenaiioc  of  the  system:  *1110  Peace  Corps  Act  22 
U.S.C.  Section  2501,  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  *1116  contents  of  these 
records  and  files  may  be  disclosed  and  used  as  follows:  To  the  De¬ 
partment  of  State  or  any  other  Federal  agency  having  the  responsi¬ 
bility  for  accounting  for  the  disposition  of  federal  property. 

Policies  and  practices  for  storing,  retrieving,  aocessing,  retaining, 
and  deposing  of  records  in  the  sytem: 

Storage:  Files  are  maintained  in  metal  file  calanets  with  manipu¬ 
lation  proof  cx>mlnnation  locks. 

Retrievability:  Files  are  indexed  in  alphabetical  order  in  each 
Peace  Corps  post  overseas. 

Safegiurds:  Files  are  avadaMe  only  to^  ACTION/Peace  Corps 
staff  having  a  need  for  such  records  in  the  performance  of  their  of¬ 
ficial  duties.  For  these  purposes,  host  country  nationals  employed 
by  the  United  States  GoverniiMnt  and  working  for  Peace  Corps  are 
considered  staff. 

Retention  and  disposal:  Files  in  this  system  are  retained  at  over¬ 
seas  posts  for  two  years  after  an  employee  or  volunteer  leaves  the 
country  and  then  are  destroyed  by  burniiig,  shredding  or  such  other 
method  as  is  approved  by  the  Department  of  State  for  the  disposal 
of  such  request. 
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Sjitaai  addraa:  Coun^  Directws  in  each 

country  in  which  ACTION/  Peace  Corps  maintains  a  program. 

Rward  aource  categories:  Peace  Corps  overseas  staff.  The  in¬ 
dividual  to  whom  the  record  pertains. 

ACnWi/lO— 7 

^ratein  nan»e:  Peace  Corps  Volunteer  Extension/Transfer/ReenroU- 
ment  Files — ACTION/IO 

System  location:  Office  of  Special  Services/IO — ACTION  806 
Comnecticut  Avenue,  N.W.  Washington,  D.C.  20525.  « 

Categories  of  individuals  covered  by  tha-  system:  Peace  Corps 
Trainees  and  Volunteers 

Categories  of  records  in  die  system:  This  system  consists  of  a  log 
book  containing  the  details  of  all  extensions,  transfers,  reenroll¬ 
ments  or  reinstatements  of  volunteers  and/or  trainees  in  the  Peace 
Corps.  The  specific  detafls  of  the  information  contained  include  the 
name  ot  the  volunteer/trainee,  the  coup^  of  assignment,  the  pro¬ 
gram  number  and  dates  during  which  actions  occurred. 

Aaihacity  lor  maintenance  of  the  system:  The  Peace  Corps  .  Act,  22 
U.S.C-  Section  2501,  et.  seq. 

Rnurtae  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  contents  of  these 
records  and  files  have  no  routine  uses  other  than  those  stated  in  the 
general  statement  of  uses  and  limitations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposiHg  of  records  in  the  sytesn: 

Storage:  The  log  book  is  maintained  in  the  Office  of  Special  Ser¬ 
vices  in  a  metal  cabinet  in  a  room  locked  during  off  duty  hours  in  a 
building  with  a  24  hour  security  guard. 

RctrievabUityt  The  records  are  indexed  in  alphabetical  order  by 
country  of  assigiunent. 

Safeguards:  These  records  are  not  considered  sensitive  or  con¬ 
fidential.  They  are  generally  available  to  employees  of  ACTION 
having  a  need  for  them  in  the  performance  of  their  duties. 

Retention  and  disposal:  The  records  in  this  system  are  maintained 
for  five  years  and  then  destroyed  by  burning  or  shredding. 

System  managerfs)  and  addrem:  Chief,  Office  of  Special  Ser- 
vkes/IO,  ACTION,  806  Connecticut  Avenue,  N.W.,  Washington, 
D.C.  20525. 

Record  aource  categories:  Information  contained  in  the  system  is 
obtained  from  the  following  categories  of  sources:  Peace  Corps 
Country  Staff  Individual  Vrdunteers  and  Trainees.  Staff  of  the  Of¬ 
fice  of  Special  Services. 

ACTKM^/IO— 8 

System  name:  Pedee  Corps  Medical  Evacuation/Administrative 
System— ACnON/lO 

System  locatlon;-Office  of  Medical  Affairs/ACTION  806  Connec¬ 
ticut  Avenue,  N.W.  Washington,  D.C.  20525. 

Categories  of  indlvidnals  covered  hy  the  tystmm  Peace  Corps 
vidunteers  and  trainees  who  have  had  medical  problems  ^fecti^ 
their  continued  service. 

Catrgoriet  of  records  fas  the  system:  A.  For  Peace  Corps  trainees 
and  vc^nteers  medically  cleared  to  resume  service  after  interrup- 
tioo  for  medical  reasons  the  files  contain  cables,  memos,  lettm 
and  forms  having  to  do  with  travel,  per  diem,  and  medical 
clearai)ce.  B.  For  volunteers  and  trainees  who  have  been  medically 
terminated,  the  information  contained  in  subparagraph  A  is  for- 
wmded  to  the  Office  of  Special  Services  for  maintenance  in  the 
Peace  Corps  termination/consultation  system.  C.  A  permanent 
record  card  is  maintained  in  a  Hie  box  which  includes  the  name  ot 
the  volunteer,  his  home  record,  his  next  of  kin  and  Peace  Corps 
project  number.  D.  For  volunteers  comideting  service  but  terminat¬ 
ing  in  Washington  as  a  result  of  medical  consultation,  the  file  con¬ 
tains  aB  of  the  above  listed  material  and  a  permanent  record  card 
as  aforesaid  is  also  maintained. 

Authority  lor  uiointrnanrr  of  the  qutem:  The  Peace  Corps  Act,  22 
U.S.C.  2501,  2504. 

RuuRnc  uoA  of  records  — '  *  'iwd  in  the  system,  including  catego- 
rloo  of  noon  and  the  purpooa  of  such  uses:  The  contents  of  these 
records  and  files  may  be  disclosed  and  used  as  follows:  To  Fedend 
fagencha  having  a  need  to  verify  votunteer  digibflity  for  special 
consaderatioo  for  Federal  employment  under  Executive  Order 
11103. 


at  records  in  tha-qrtem: 


Storage:  Files  are  maintained  in  folders  in  metal  file  cabinets  with 
manipulation  proof  combination  locks. 

Retrievability:  Records  are  indexed  in  alphabetical  order. 

Saf^iuards:  Records  are  available  only  to  persoimel  of  the  Office 
of  Medical  Affairs  and  selected  officials  of  ACTION  having  a  need 
for  information  from  such  records  for  the  performance  of  their  du¬ 
ties.  ' 

Retention  and  disposal:  These  records  are  maintained  in  the  Of-' 
fice  of  Medical  Affairs  for  three  years  and  then  destroyed.  A 
record  card  as  indicated  above  is  permanently  maintained  in  the  Of¬ 
fice  of  Medical  Affairs. 

System  managerfs)  and  address:  Director,  Office  of  Medical  Af¬ 
fairs,  ACTION  806  Connecticut  Avenue,  N.W.,  Washington,  D.C. 
20525. 

Record  source  categories:  Peace  Corps  overseas  staff  Office  of 
Medical  Affairs  staff  Individual  volunteers  and  trainees  Physicians 
and  other  medical  persoimel. 

ACTKMS/IO— 9 

System  name:  Peace  Cmps  Medical  Evacuation 

Cards— ACnON/IO 

System  locatioa:  Office  of  Medical  Affairs,  ACTION  806  Connec- 
ticue  Avenue,  N.W.  Washington,  D.C.  20525. 

Categories  ol  individuals  covered  by  the  system:  Peace  Corps 
volunteers  and  trainees  who  have  had  medkal  problems  requiring 
medical  evacuation  to  Washington. 

Crdegories  of  records  in  the  qrstem:  These  cards  contain  the  name 
of  the  individual  invt^ved,  a  short  description  of  the  medical 
problem,  a  record  of  the  consulting  physician,  treatment, 
hospitali^tion  and  final  disposition  of  the  case.. 

Authority  for  maintenance  of  the  system:  The  Peace  Corps  Act,  22 
U.S.C.  2501,  2504(e)  und  various  provisions  of  the  Peace  Corps 
Manual  relating  to  h^th  care. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  contents  of  these 
cared  and  files  may  be  disclosed  and  used  as  follows:  a.  To  physi¬ 
cians  or  other  medical  persoimel  directly  involved  in  the  nniedical 
care  of  Peace  Corps  volunteers  or  trainees  and  having  a  need  for 
such  records  for  the  provision  of  such  services,  b.  In  view  of  Peace 
Corps’  policy  of  maintaining  medical  confidentiality  these  cards  are 
ikM  otherwise  disclosed  outside  of  the  agency,  and  within  the  agen¬ 
cy,  only  to  persoimel  of  the  Office  of  Medical  Affairs  or  selected 
medical  staff  of  ACTION  having  a  need  for  knoudedge  of  such 
records  in  the  performance  their  official  duties. 

Palldcs  and  practices  lor  storing,  letrlrvfaag,  accessing,  retaining, 
and  disposing  of  records  in  the  syton: 

'  Storage:  Cards  are  maintained  in  metal  ffle  cabinets  with  manipu¬ 
lation  proof  combination  locks. 

Retrievability:  Records  are  indexed  in  alphabetical  order. 

Safeguards:  C^ards  in  the  system  are  available  only  to  appropriate 
personnel  of  the  Office  of  Medical  Affairs  having  a  need  for  such 
record  in  the  performance  their  official  duties  as  such.  Informa-^ 
tion  from  theM  records  may  be  provided  to  other  officials  of  AC¬ 
TION  having  a  need  fca*  such  knowledge  in  the  performance  of 
their  official  duties. 

Retention  and  disposal:  These  records  are  maintained  in  the  Of¬ 
fice  ot  Medical  Affairs  for  three  years  and  then  destroyed. 

System  managerfs)  and  address:  Director,  Office  trf  Medical  Af¬ 
fairs,  ACTION  806  Oxuiecticue  Avenue,  N.W.,  Washington,  D.C. 
20525. 

Record  source  categories:  Peace  Corps  overseas  staff  Office  of 
Medical  Affairs  staff  Individual  volunteers  and  trainees  Physicians 
and  othef  medical  personnel. 

ACIKNf/IO— 10 

System  name:  Peace  Corps  Vi^unteer  Tenninatiioa/C^onsultation 
System — ACTION/IO 

System  location:  Office  Special  Services/ACTION  806  (Connec¬ 
ticut  Avenue,  N.W.  Washington,  D.C.  20525. 

Categories  of  Individnals  covered  by  the  system:  Present  and 
former  Peace  Corps  vohmteers  and  trainees  have  temunated 
ptKH'  to  the  end  their  tours  or  been  returned  to  Washington  for 
coosuhation. 

Categwlaa  of  records  fas  the  system:*'  A.-  Individual  vdun- 
tesr/trsinee  des  oontain  the  foOowmg  infotmatioiu  1.  Termination 
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document  2.  Description  of  service  3.  Termination  report  or  the 
statement  of  resignation  4.  Financial  information  statement  5. 
Travel  agreement  6.  Case  summary  7.  Recommendations  of  AC-. 
TION/Washingtoii  staff  8.  Relevant  cables  9.  Early  termination 
questionnaires  B.  A  monthly  early  termination  log  containing  infcH-- 
mation  from  the  above  files  is  maintained.  It  contains  the  following 
information;  1.  Name  of  volunteer/trainee  2.  Social  Security 
number  3.  Project  number  4.  Date  and  coded  reason  for  termina¬ 
tion.  C.  A  log  is  maintained  known  as  the  early  termination  project 
log  containing  information  from  the  above  files  including  the  name 
of  the  volupteer/trainee,  the  date  and  the  coded  reason  for  termina¬ 
tion.  D.  An  early  termination  permanent  card  file  is  maintained  by 
name  of  the  volunteer/trainee  as  a  quick  reference  to  paragraph  A 
above. 

Authority  for  maintenance  of  the  system:  The  Peace  Corps  Act,  22 
D.S.C.  2S01  et  seq.  and  various  provisions  of  the  Peace  Corps 
Manual  and  the  Foreign  Affairs  Manual  relating  to  conduct  and 
performance  of  individuals  serving  in  Peace  Corps  programs  as 
volunteers. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  contents  of  these 
records  and  files  may  be  disclosed  and  used  as  follows:  To  Federal 
agencies  having  a  need  to  verify  volunteer  eligibility  for  special 
consideration  for  Federal  employment  under  Executive  Order . 
11103 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytcsn: 

Storage:  Files  are  maintained  in  folders  in  metal  file  cabinets  with 
manipulation  proof  combination  locks  when  not  in  immediate  use. 

Retrievability:  Records  are  indexed  in  alphabetical  older. 

Safeguards:  Records  in  the  system  are  availaUe  only  to  ap¬ 
propriate  personnel  in  the  Office  of  Special  Services  and  other  ap¬ 
propriate  officials  of  ACTION  with  the  need  for  such  records  for 
the  performance  of  their  duties. 

Retention  and  disposal:  Records  in  the  system  are  maintained  in 
the  Office  of  Special  Services  for  two  years  and  then  sent  to  the 
Federal  Records  Center  where  they  are  maintained  for  fifteen  years 
and  then  destroyed. 

System  manager(s)  and  address:  Chief,  Office  of  Special  Services, 
ACTION  806  Connecticut  Avenue,  N.W.,  Washington,  D.C.  20S25. 

Record  source  categories:  Information  contained  in  the  system  is 
obtained  from  the  following  categories  of  sources:  Peace  Corps 
volunteers  and  trainees  including  the  individual  about  whom  the 
record  is  maintained.  Peace  Corps  Overseas  Staff  Staff  of  the  Of¬ 
fice  of  Special  Services  Peace  Cotps  Washington  Staff  Job  Super¬ 
visors 

ACT'ION/IO— 11 

Systnn  name:  Peace  Corps  Volunteer  Emergency  Leave  Records 

System  location:  Office  of  Special  Services/ ACIION  806  Connec¬ 
ticut  Avenue,  N.W.,  Washington,  D.C.  20525. 

Categories  of  individuals  covered  by  the  system:  Peace  Corps 
Trainees  and  Volunteers 

Categories  of  records  in  the  system:  A.  Fact  sheets  giving  details 
of  the  emergency  requiring  emergency  leave,  notes  and  cables  on 
the  handling  and  course  of  the  emergency,  cost  information,  and  a 
volunteer  ACTION-  report.  The  system  also  contains  a  card  file 
consisting  of  an  alphabetical  arrangement  which  contains  name,  ad¬ 
dress,  country,  project,  dates  of  service  and  ultimate  conclusion  of 
the  case  as  well  as  a  monthly  log  listing  volunteers  and  trainees 
home  on  emergency  leave  by  name  giving  reasons  for  the  emergen¬ 
cy,  departure  dates,  cost,  estimated  time  of  return  and  remarks 
concerning  the  emergency. 


Authority  for  mamtenance  of  the  system:  The  Peace  Corps  Act, 
(22  U.S.C.  Section  2501). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  preliminary  state¬ 
ment. 

'Policies  and  practices  for  storing,  retrieving,  aoccssing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Files  are  maintained  in  folders  in  metal  file  calnnets  with 
manipulation  proof  combination  lock. 

Retrievability:  Records  are  indexed  in  alphabetical  order. 

Sideguards:  Records  in  this  system  ate  available  to  personnel  of 
the  Offlee  of  Special  Services  and  other  officials  of  ACTTION  need¬ 
ing  such  records  in  performance  of  their  duties. 

Retention  and  disposal:  Records  in  this  system  are  maintained  for. 
two  years  and  then  destroyed  by  shredding  or  burning. 

System  managerfs)  and  address:  Chief,  Office  of  Special  Ser- 
vices/ACnON  806  Coimecticut  Avenue,  N.W.,  Washington,  D.C. 
20525. 

Record  source  categories:  Individuals  who  are  the  subjects  of  the 
system  Family  of  an  individual  as  to  whom  records  are  maintained 
Physicians  St^f  of  the  Office  of  Special  Services. 

Acncw/io— 12 

System  name:  Overseas  Staff  Persoimel  Records 

System  location:  These  records  are  maintained  in  the  office  of 
each  Peace  Clorps  program  overseas.  There  are  at  present  an  excess 
of  60  such  offices  and  this  number  fluctuates  from  time  to  time  as 
programs  are  added  or  withdrawn.  A  complete  list  with  specific  ad¬ 
dresses  will  be  provided  upon  request  to  the  Director  of  Adminis¬ 
trative  Services,  ACTION,  806  Connecticut  Avenue,  N.W., 
Washii^on,  D.C.  20525.  Any  particular  country  in  which  Peace  ^ 
Corps  maintains  a  program  may  be  addressed  by  writing  to  the* 
Country  Director,  c/o  tM  American  Embassy  in  such  country. 

Categories  of  individuals  covered  by  the  system:  Staff  en^loyees 
of  ACTION  serving  overseas  who  are  United  States  Citizens. 

Categories  of  records  in  the  system:  These  records  contain  copies 
of  personnel  actions  affecting  overseas  staff,  copies  of  -personnel 
evaJuations  retained  in  the  Crantry  Files,  and  an  inventory  list  of 
Government  property  contained  in  residences  of  overseas  staff. 

Authority  for  maintenance  of  the  system:  The  Peace  Corps  Act  22 
U.S.C.  Section  2501  and  pertinent  sections  of  the  Foreign  Affairs 
Manual  adopted  by  Peace  Corps  and  of  the  Peace  Corps  Manual. 

Routine  uses  of  reconis  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Preliminary  State¬ 
ment.  _ 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Files  are  maintained  in  folders  aitd  metal  file  cabinets 
with  three  way  combination  locks. 

Retrievability:  Record^’hre  indexed  in  alphabetical  order. 

Safeguards:  Record^'  are  availaUe  only  to  the  Country  Director 
and  ACTION  staff  with  a  need  for  such  records  in  the  performance 
of  their  duties. 

Retention  and  diqiosal:  These  records  are  destroyed  after  the  em¬ 
ployee  leaves  the  country  and  has  completed  all  appropriate 
cleaiance  procedures,  including  obtaining  receipts  for  any  property 
contained  in  inventories. 

System  manager(s)  and  address:  The  Ckxintry  Director  in  each 
country  in  which  Peace  Corps  serves. 

Record  source  categories:  The  individual  employee  to  whom  the 
record  pertains.  Supervisors  and  ACTION  personnel  officials. 
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SMAU  BUSINESS  ADMINISTRATION 


SMALL  BUSINESS  ADMINISTRATION 
PRIVACY  ACT  OF  1974 
Notice  of  Systems  of  Records  ' 

The  Privacy  Act  of  1974  (Pub.  L.  93- 
579),  found  in  5  U.S.C.  552a,  provides 
certain  safeg^uards  for  an  individual 
against  invasion  of  personal  privacy.  As 
part  of  the  Act  all  agencies  are  required 
to  publish  in  the  Federal  Register  at 
least  annually  a  notice  of  the  existence 
and  character  of  each  system  of  records 
maintained  by  the  agency  from  which 
personal  information  is  retrieved  by  the 
name  of  the  individual  or  by  some  identi¬ 
fying  particular  assigned  to  that  indi¬ 
vidual. 

In  accordance  with  5  U.S.C.  552a(e)  (4) 
and  (11)  the  Small  Business  Adminis¬ 
tration  is  submitting  the  following  no¬ 
tices  of  systems  of  records  maintained 
by  the  Agency.  Although  the  Act  re¬ 
quires  only  publication  for  comment  of 
the  proposed  “routine  uses”  of  the  par¬ 
ticular  systems  of  records,  public  com¬ 
ments  on  all  parts  of  the  notice  are  in¬ 
vited.  Persons  interested  in  submitting 
written  comments,  data,  reviews  or  ar¬ 
guments  concerning  the  notice  may  ad¬ 
dress  their  comments  to  Privacy  Act 
Task  Force  Chairman,  Room  1028,  Small 
Business  Administration,  1441  ‘L'  Street, 
N.W.,  Washington,  D.C.  20416,  on  or  be¬ 
fore  [September  27.  19751.  All  written 
comments  received  through  this  date  will 
be  considered  prior  to  publication  of  the 
final  notice. 

Dated:  August  2, 1975. 

Thomas  S.  Kleppe, 

Administrator, 

Small  Business  Administration. 


The  following  notice' of  systems  of  rec¬ 
ords  proposed  for  adopticm  by  the  Small 
Business  Administration  makes  reference 
to  addresses  of  Agency  ofiBces  and  record 
caters  where  Agency  records  are  main¬ 
tained.  Appendix  A  lists  addresses  for 
the  Central  Office,  the  10  regional  offices, 
the  64  district  offices,  and  the  18  branch 
offices  located  throughout  the  United 
States.  Each  of  the  systems  contained  in 
the  notice  may  be  foimd  at  some  or  all 
of  these  offices. 

Appendix  B  lists  addresses  of  national 
centers  not  maintained  by  the  Small 
Business  Administration  where  Agency 
records  are  also  located.  The  Small  Busi¬ 
ness  Administration  is,  likewise,  respon¬ 
sible  for  all  of  its  records  maintained  in 
these  centers  and  the  notice  refers  to 
these  centers  where  appropriate. 

Appendix  A 

Central  Office,  1441  L  Street,  N.W.,  Washing¬ 
ton,  DO  20416 

Boston  Begional  Office,  150  Causeway  Street — 
10th  Floor,  Boston,  MA  02114  / 

New  York  Regional  Office,  28  Federal  Plaza. 
New  York,  NY  10007 

Philadelphia  Regional  Office,  Suite  646 — ^West 
Lobby,  One  Bala  Cynwyd  Plaza,  231  St. 
Asapha  Road.  Bala  Cynwyd,  PA  10004 
Atlanta  Regional  Office,  1401  Peachtree 
Street.  N.E..  Atlanta,  OA  30309 


Chicago  Regional  Office.  219  South  Dear¬ 
born  Street,  Chicago,  IL  60604 
Dallas  Regional  Office,  1720  Regal  Row — Suite 
230,  Dallas.  TX  75235 

Kansas  City  Regional  Office,  Oil  Walnut 
Street — 23rd  Floor,  Kansas  City,  MO  64106 
Denver  Regional  Office,  721  19th  Street — 
Room  426A,  Denver,  CO  80202 
San  Francisco  Regional  Office,  450  Golden 
Gate  Avenue — Box  36044,  San  Francisco, 
CA  94102 

Seattle  Regional  Office,  Dexter  Horton  Build¬ 
ing,  710  Second  Avenue.  Seattle,  WA  98104 
Boston  District  Office,  150  Causeway  Street — 
lOth'Floop,  Boston,  MA  02114 
Augusta  District  Office,  40  Western  Avenue, 
Augusta.  ME  04330 

Concord  District  Office,  55  Pleasant  Street, 
Concord,  NH  03301 

Hartford  District  Office.  450  Main  Street, 
Hartford.  CT  06103 

Montpelier  District  Office,  87  State  Street, 
Montpelier,  VT  05602 

Providence  District  Office,  57  Eddy  Street, 
Providence,  RI  02903 

New  York  District  Office,  26  Federal  Plaza — 
Room  3100,  New  York,  NY  10007 
Hato  Rey  District  Office,  Pan-American 
Building — 5th  Floor,  255  Ponce  De  Leon 
Avenue.  Hato  Rey,  PR  00919 
Newark  District  Office,  970  Broad  Street — 
Room  1635,  Newark.  NJ  07102  • 

Syracuse  District  Office,  Fayette  &  Salina 
Streets,  Syracuse,  NY  13202 
Philadelphia  District  Office,  Suite  400 — East 
Lobby,  One  Bala  Cynwyd  Plaza,  231  St. 
Asaphs  Road,  Bain  Cynwyd,  PA  19004 
Clarksburg  District  Office,  109  North  Third 
Street,  Clarksburg,  WV  26301 
Pittsburgh  District  Office,  1000  Liberty  Ave¬ 
nue,  Pittsburgh,  PA  15222 
Richmond  District  Office,  Federal  Building — 
Room  3015,  400  North  Eighth  Street,  Rich¬ 
mond,  Va.  23240 

Baltimore  District  Office.  7800  York  Road, 
Towson,  MD  21204 

Washington  District  Office,  1030  15th  Street, 
N.W..  Washington,  DC  20416 
Atlanta  District  Office,  1401  Peachtree  Street, 
N.E.,  Atlanta,  GA  30309 
Birmingham  District  Office,  906  South  20th 
Street,  Birmingham,  AL  ^205 
Charlotte  District  Office,  222  South  Church 
Street,  Charlotte,  NC  28202 
Columbia  District  Office,  1801  Assembly 
Street,  Columbia,  SC  29201 
Miami  District  Office,  2222  Ponce  De  Leon 
Blvd. — 5th  Floor,  Coral  Gables,  FL  33134 
Jackson  District  Office,  Petroleum  Building — 
Room  690,  200  East  Pascagoula,  Jackson, 
MS  39201 

Jacksonville  District  Office,  400  West  Bay 
Street.  Jacksonville,  FL — for  Mailing  Pur¬ 
poses — ^P.O.  Box  3506,  Jacksonville,  FL 
32202 

Louisville  District  Office,  Federal  Office  Build¬ 
ing — ^Room  188,  600  Federal  Place,  Louls- 
vUle.  KY  40202 

Nashville  District  Office,  Parkway  Towers — 
Room  1012,  404  James  Robertson  Parkway, 
NashvUle,  TN  37219 

Chicago  District  Office,  219  South  Dearborn 
Street,  Chicago,  IL  60655. 

Cleveland  District  Office,  AJC  Federal  Build¬ 
ing — Room  317,  1240  East  Ninth  Street, 
Cneveland,  OH  44199. 

Columbus  District  Office,  34  North  High 
Street,  Columbus,  OH  43215 
Detroit  District  Office,  129  Washington  Blvd., 
Detroit,  MI  48226 

Indianapolis  District  Qffice,  Federal  Bulld- 
*  Ing — 5th  Floor,  575  North  Pennsylvania 
Street,  Indianapolis,  IN  46204 
Madison  District  Office.  122  West  Washing¬ 
ton,  Ave.,  Madison,  WI  53703 
Minneapolis  District  Office,  Plymouth  Build¬ 
ing — ^Room  630,  12  South  Sixth  Street, 
Minneapolis.  MN  55402 


Albuquerque  District  Office,  Patio  Plaza 
Building,  6000  Marble  Ave.,  N.E.,  Albuquer¬ 
que.  NM  87110 

Dallas  District  Office,  1100  Commerce  Street, 
Dallas.  TX  75202 

Houston  District  Office,  Niels  Esperson  Build¬ 
ing — Room  1210,  808  Travis  Street,  Hous¬ 
ton.  TX  77002 

Little  Rock  District  Office,  611  Gaines  Street- 
•  Suite  900,  Little  Rock.  AR — For  Mailing 
Purposes — ^P.O.  Box  1401,  Little  Rock,  AR 
72201 

Lower  Rio  Grande  Valley  District  Office,  219 
East  Jackson  Street,  Harlingen,  TX  78550 
Lubbock  District  Office,  712  Federal  Office 
Building  and  U.S.  Courthouse,  1205  Texas 
Avenue,  Lubbock,  TX  79401 
Marshall  District  Office,  605  East  Travis 
Street,  Marshall,  TX — ^For  Mailing  Ptu:- 
poses— P.O.  Box  1349,  Marshall,  TX  76670 
New  Orleans  District  Office,  Plaza  Tower — 
17th  Floor,  1001  Howard  Avenue,  New  Or¬ 
leans,  LA  70113 

Oklahoma  City  District  Office,  50  Penn 
Place — Suite  840,  Oklahoma  City,  OK 
73118 

San  Antonio  District  Office,  301  Broadway. 

San  Antonio.  TX  78205 
Kansas  City  District  Office,  911  Walnut 
Street — 24th  Floor,  Kansas  City,  MO  64106 
Des  Moines  District  Office,  210  Walnut 
Street,  Des  Moines.  lA  50309 
Omaha  District  Office,  215  North  17th  Street, 
Omaha,  NE  68102 

St.  Louis  District  Office,  210  North  12th 
Street — Room  520,  St.  Louis,  MO  63101 
Wichita  District  Office,  120  South  Market 
Street.  Wichita,  KS  67202 
Denver  District  Office,  721  19th  Street — Room 
426,  Denver,  CO  80202 
Casper  District  Office,  Federal  Building — 
Room  4001, 100  East  B  Street,  Casper,  WY — 
For  Mailing  Purposes — P.O.  Box  2839,  Cas¬ 
per.  WY  82601 

Fargo  District  Office,  Federal  Office  Building — 
Room  218,  653  Second  Avenue  North,  Far¬ 
go,  ND — For  Mailing  Purposes— P.O.  Box 
3086  Fargo.  ND  58102 

Helena  District  Office.  613  Helena  Avenue, 
Helena,  MT— For  Mailing  Purposes — ^P.O. 
Box  1690,  Helena,  MT  59601 
Salt  Lake  City  DUtrlct  Office,  125  South  State 
Street — Room  2237  Salt  Lake  City,  DT 
84138 

Sioux  Falls  District  Office,  Eighth  and  Main 
Avenue,  Sioux  Falls,  SD  57102 
San  Francisco  District  Office,  460  'Golden 
Gate  Avenue — ^Box  36044  San  Francisco, 
CA  94102 

Honolulu  District  Office,  1 149  Bethel  Street — 
Room  402,  Honolulu.  HI  96813 
Las  Vegas  District  Office,  301  East  Stewart, 
Las  Vegas.  NV — ^For  Mailing  Purposes — Box 
7627,  Downtown  Station,  Las  Vegas,  NV 
.89121 

Los  Angeles  District  Office,  849  South  Broad¬ 
way,  Los  Angeles,  CA  9<X)14 
Phoenix  District  Office,  112  North  Central 
Avenue.  Phoenix,  AZ  85004 
San  Diego  District  Office,  110  West  C  Street — 
Suite  705.  San  Diego,  CA  92101 
Seattle  District  Office,  Dexter  Horton  Build¬ 
ing,  710  Second  Avenue,  Seattle,  WA  98104 
Anchorage  District  Office,  Suite  200 — Anchor¬ 
age  Legal  Center,  1016  West  Sixth  Avenue, 
Anchorage,  AK  99501 

Boise  DlSjtrlct  Office,  216  North  Eighth  Street, 
Boise,  ID — For  Mailing  PiuiK>ses — P.O.  Box 
2618,  Boise,  ID  83701 

Portland  District  Office,  700  Plttock  Block, 
921  Southwest  Washington  Street,  Port¬ 
land,  OR  97205 

Spokane  District  Office,  651  n.S.  Courthouse, 
Spokane,  WA.  For  Mailing  Purposes — P.O. 
Box  2167,  Spokane,  WA  99120 
Elmira  Branch  Office,  1051  South  Main  Street, 
Elmira,  NY  14904 
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Buffalo  Branch  Office,  Federal  Building — 
Boom  1112,  111  West  Huron  Street,  Buffalo, 
NY  14202 

Charleston  Branch  Office,  Charleston  Na¬ 
tional  Plaza — Suite  628,  Charleston,  WV 
25301 

Harrisburg  Branch  Office,  1500  North  Second 
Street,  Harrisburg,  PA.  For  Mailing  Pur¬ 
poses — P.O.  Box  6,  Harrisburg,  PA  17108 

Wilkes-Barre  Branch  Office,  Provincial  Tower 
Building,'  34  South  Main  Street,  Wilkes- 
Barre,  PA  18701 

Wilmington  Branch  Office,  Federal  Build¬ 
ing — ^Room  3016,  844  King  Street,  Lockbox 
16,  WUmlngton,  DE  19801 

Biloxi  Branch  Office,  Oulf  National  Life  In¬ 
surance  Building — 2nd  noor.  111  Fred  Hals 
Blvd.,  BUoxl,  MS  39530 

Knoxville  Branch  Office,  Fidelity  Bankers 
Building — ^Boom  307,  S02  South  Oay  Street, 
Knoxville,  TN  37902  • 

Cincinnati  Branch  Office,  Federal  Building — 
Room  5524,  550  Main  Street,  Cincinnati, 
OH  46202 

Marquette  Branch  Office,  Bullock  Building, 
201  McClellan  ^reet,  Marquette,  MI  49885 


SM/ML  BUSWCSS  AOMMSTRATION 

Milwaukee  Branch  Office,  Continental  Plaza, 
735  West  Wisconsin  Avenue,  Milwaukee, 
WI  53233 1 

Springfield  Branch  Office,  Rld^ely  Building — 
Room  816,  502  East  Monroe  Street,  Spring- 
field,  IL  62701 

El  Paso  Branch  Office,  417  First  National 
Building,  109  North  Oregon  Street,  El  Paso, 
TX  79901 

Corpus  Cbrlstl  Branch  Office,  3105  Leeward 
Street,  Chicago  Building,  Corpus  Christ!, 
TX — ^I^r  Mailing  Purposes — P.O.  Box  9253, 
Corpus  Chrlstl,  TX  78408 
Rapi^  City  Branch  Office,  Federal  Building, 
515  9th  Street,  Rapid  City,  SD  57701 
Fresno  Branch  Office,  Federal  Office  Build¬ 
ing,  1130  O  Street,  Fresno,  CA  93721 
Agana  Branch  Office,  Ada  IHaza  Center 
Building,  Agana,  Guam — ^For  Mailing  Pur¬ 
poses — P.O.  Box  927,  Agana,  Guam  96910 
Fairbanks  Branch  Office,  501 Second  Ave¬ 
nue,  Fairbanks,  AK  99701 

Appendix  B 

Civilian  Personnel  Records,  GSA,  111  Winne¬ 
bago  Street,  St.  Louis,  MO  63118 
Federal  Records  Center,  380  Trapelo  Road, 
Waltham,  MA  02154 
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Federal  Records  Center,  641  Washington 
Street,  New  York,  NY  10014 
Federal  Records  Center,  5000  Wlssahlckon 
Avenue,  Philadelphia,  PA  19149 
Federal  Records  Center,  Naval  Supply  Depot, 
Building  308,  Meehan Icsburg,  PA  17055 
Washington  National  Records  Center,  Wash¬ 
ington,  DC  20409 

(Federal  Records  Center,  1657  St.  Joseph 
Avenue,  East  Point,  GA  30044 
Federal  Records  Center.  7201  South  Learning- 
ton  Avenue,  Chicago,  IL  60638 
Federal  Records  Center,  2400  West  Dorothy 
Lane,  Dayton.  OH  45439 
Federal  Records  Center,  2306  East  Bannister 
Road,  Kansas  City,  MO  64131 
Federal  Records  Center,  4900  Hemphill 
Street,  Post  Office  Box  6216,  Port  Worth, 
TX  76116 

Federal  Records  Center,  Building  48,  Denver 
Federal  Center,  Denver,  CO  80225 
Federal  Records  Center,  Building  1,  100  Har¬ 
rison  Street,  San  Francisco,  CA  94105 
Federal  Records  Center,  4747  Eastern  Avenue, 
Bell.  CA  90201 

Federal  Records  Center,  6125  Sand  Point 
Way,  Settle,  WA  98115 
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SBAOOl 

Syim  aame:  AccountaUe  Property  File — SBAOOl 
Sjntam  location:  Central  Office,  Regional  Office  in  San  Fran¬ 
cisco,  Ca.,  District  Offices  in  Marshall,  Tex.  aiKl  Oklahoma  City, 
Okla.,  and  Branch  Offices  in  Corpus  Ouisti,  Tex.  and  Cinciimati, 
Ohio. 

Categories  of  Individuais  covered  by  the  system:  SBA  Employees. 
Categories  of  records  in  the  system:  Listing  ot  items  processed  by 
employees  which  are  the  property  of  the  SmaD  Business  Adminis¬ 
tration,  with  each  employee’s  signature  verifying  possession. 

Aothority  for  mafaitmancr  of  the  system:  S  U.S.C.  301;  IS  U.S.C. 
634a}X6):  44  U.S.C.  3101. 

Roatine  uses  of  records  maintained  in  the-system,  including  catego* 
lies  of  users  and  the  purposes  of  such  uses:  For  Internal  Use  Only. 
Storage:  Records  are  kept  in  file  folders  or  cabinets. 

Retrievahility:  Records  are  indexed  by  employee’s  name. 

Safeguards:  Access  to  records  is  generally  limited  to  Office  Ser¬ 
vices  personnel. 

Ratentiou  and  disposal:  Records  are  disposed  of  2  years  after 
latest  inventory  update. 

System  managwfs)  and  address:  Privacy  Act  Officer,  R^onal 
DirKtors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

Thitifk  altiwi  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
Regional  Director  for  Regional  Office  records 
District  Director  for  District  CXfice  records 
Branch  Manager  for  Branch  Office  records. 

The  addresses  of  these  offices  are  contained  in  Af^ndix  A. 
Record  aceem  procedures:  In  response  to  a  request  by  an  in- 
'  dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  ,the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Coatetehig  record  procedures:  Individuals  desirmg  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Accountable  Officer  and  en4>loyees. 
SBAOOS 

System  name:  Advisory  Council  FSe— SBAOOS 
System  iocatiou:  Branch,  District,  Regional  and  Central  Offices  of 
the  Small  Business  Administration  and  in  Federal  Record  Centers. 
See  Appendix* A  for  SBA  addresses  and  Appendix  B  for  FRC  ad¬ 
dresses. 

Categoriei  of  individuals  covered  by  the  system:  Members,  past 
and  present,  of  SBA  Advisory  Couianls.  Records  are  also  main¬ 
tained  on  those  individuals  being  processed  for  appointment  to  the 
SBA  Advisory  Coimcfls. 

rairgnrifi  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  members  of  SBA  Advisory  Councils 
and  includes  political  patty  affiliations,  ethnic/minority  identifica¬ 
tion,  security  status.  Congressional  clearances,  recommendations, 
appointment  notices,  address  lists  and  occasionally,  biograi^iical 
data  and  correspondence. 

Authority  for  mafaitmanre  of  die  qrstem:  5  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routiac  ugys  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  ssmI  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  used: 

To  respond  to  a  request  from  a  mendier  of  Congress  regarding 
information  about  an  Advisory  Counefl  member. 

To  disclose  information  about  an  Advisory  Counefl  menri^er  to 
the  general  puUic. 

To  respond  to  requests  from  the  National  Archives. 

Ttoragr-  These  records  ace  maintained  in  file  folders,  binders  and 
index  cards. 

RahrlsvaMUty;  These  records  are  indexed  by  the  Counefl  member 
or  prospective  Council  member’s  name. 


Safeguards:  Access  to  and  use  ai  these  records  are  limited'  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  i»went  unauthorized  disclosure. 

Retenthm  and  disposal:  These  records  are  retained  for  three  years 
and  then  forwarded  to  a  Federal  Records  Center.  The  FRC  retains 
these  records  for  five  years  and  then  ttffers  the  records  for  transfer 
to  the  National  Archives. 

System  managerfs)  and  address:  Privacy  Act  Officer,  Regional 
Dir^ors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

Notificatiaa  procedure:  An  individual  may  inquire  as  to  wh^her 
the  system  contains  a  record  pertaining  to  or  her  by  addressing 
a  request  in  person  or  in  writ^  Ur. 

Privacy  Act  Officer  for  Central  Office  Records 
Regional  Director  ftw  Regional  Office  Records 
Branch  Manager  for  Branch  Office  Records 
The  addresses  of  these  crffices  are  contained  in  Appendix  A. 
Record  access  ivocedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

ContestiBg  record  procedures:  Individuals  desiring  to  contest  or 
amend  informatkm  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor- 
maticHi  sought 

Record  source  categories:  Individual  to  whom  record  pertains. 
Congressional  offices.  Agency  employees,  news  media,  other  Ad¬ 
visory  Coundl  members,  Fwloal  Register. 

^AOIO 

System  name:  Applicant  Representative  Ffles — SBAOlO 
System  location:  Branch,  District.  RegionaLand  Central  Offices  of 
die  SBA.  See  Aiq;>endix  A  for  SBA  addresses. 

Categories  of  Individuals  covered  by  the  qrstem:  Individuals  udio 
render  services  in  connection  with  the  preparation  of  SBA  loan  ap¬ 
plications. 

Categories  of  records  in  the  qrstem:  This  system  of  records  con¬ 
tains  i^iMrmation  relating  to  applicant  reixesentatives  including 
revocation  or  suspention  of  representative  privilege,  type  of  service 
performed,  amount  of  compensation  charged  borrowers  and  irregu¬ 
larities  or  complaints. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  used: 

In  the  event  that  a  system  of  records  maintained  by  this  ■ 
Agency  to  carry  out  its  function  iijdicates  a  violation  or 
potential  violation  of  law.  whether  civil,  criminal  or 
regulatcny  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute  or  by  regulation,  rule,  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  refeired,  as  a  routine  use,  to  the 
appropriate  agency,  whethw  Federal,  state,  local,  or  foreign, 
chaig^  with  the  responsibility  of  investigation  or 
prosecuting  such  violation  or  charged  with  implementing  the 
statute,  or  rule,  regulation  or  (xder  issued  pursuant  thereto. 
After  final  SBA  action  revoking  or  suspending  the  privilege  of 
a  representative  to  appear  before  the  SBA,  the  r^vant 
reemnds  in  the  system  of  records  may  be  rrfened,  as  a 
routine  use,  to  other  Federal  Agencies  whkh  deal  with  the 
individual  as  an  applicant  representative. 

Storage:  These  records  are  nfkintained  in  file  folders  and  in  index 
cards. 

Rctrievability:  These  reawds  are  indexed  by  re|xesentative  name. 
Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  officiid  duties  require  such  access.  Personnel 
screenii^  is  used  to  prevent  unauthorized  disclosure. 

Retenthm  and  disposal:  The  system  of  records  is  retained  in- 
definitdy. 

System  manager^)  and  adthass:  lYivacy  Act  Officer,  Regional 
Dnectaes,  District  Dnectors,  Branch  Managers.  See  Appendix  A 
for  addresses.  . 


FEDERAL  REGISTER,  VOL.  40.  NO.  1 76^WEDNES0AY.  SEPTEMBER ->10,  1975 


SMALL  BUSINESS  AOMIhHSTRATlON 


Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  M^ger  for  Branch  Office  records  * 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  •in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in- 
dividi^,  he  or  she  will  be  so  advised. 

CoDtcsting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Loan  applicants  and  applications.  Agen¬ 
cy  employees,  third  party  informants,  and  individual  to  whom 
record  pertains. 

SBA015 

System  name:  Appraisers  List — SBAOIS 
System  location:  District  and  Branch  Offices  of  the  Small  Busi¬ 
ness  Administration.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Individual  ap¬ 
praisers. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  individual  appraisers  including  qualifi¬ 
cations,  correspondence  and,  occasionally,  notes  on  performance. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634  (bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  use  only. 

Storage:  These  records  are  maintained  in  file  folders  and  on 
index  cards. 

Retrievability:  Records  are  indexed  by  appraiser's  name. 
Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  officials  whose  duties  require  such  access.  Personnel  screen¬ 
ing  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  manager(s)  and  address:  District  Directors,  and  Branch 
Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  or  Branch  Manager  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains,  or 
his  agent.  Agency  employees.  National  Association  of  Real  Estate 
Appraisers,  and  published  lists  of  local  and  regional  appraisers. 

SBA020 

System  name:  Auctioneers  List — SBA020 
System  locatioD:  District  and  Regional  Offices  of  SBA.  See  Ap¬ 
pendix  A  for  addresses. 

Categories  of  individuals  ^covered  by  the  system:  Individuals  who 
are  auctioneers. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  uidoimation  relating  to  auctioneers  who  are  interested  in  con¬ 
ducting  sales  on  behalf  of  SBA,  including  cate^ries  of  property 
and  geographic  areas  in  which  the  individi^  auctioneer  is  qualified 
and  bonded.  ^ 


42135 

^  Authority  for  nudntenance  of  the  system:  U.S.C.  301,  IS  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  ^  purposes  of  sudi  uses:  Internal  use  only. 

Storage:  These  records  are  maintained  in  file  feeders,  binders  and 
on  index  cards. 

Retrievability:  These  records  are  indexed  by  auctioneer's  name. 
Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  manager(s)  and  address:  Regional  Directors,  District 
Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records 
The  addresses  of  these  offices  are  contained  in  ^pendix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director  or  District  Director  wiU  set 
forth  the  procedures  fmr  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Camesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should -direct  their^ 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains,  or 
his  agent.  General  Services  Administration,  Loan  Files. 

SBa625 

System  name:  Audit  Reports — SBA02S 
System  location:  The  Central  Office  of  the  Small  Business  Ad¬ 
ministration  artd  Federal  Record  Centers.  In  some  cases,  copies  are 
maintained  in  the  District  and  BraiKh  Offices  where  the  loan  was 
processed.  See  Appendix  A  for  SBA  addresses  and  Appendix  B  for 
FRC  addresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categorte  of  records  in  the  system:  This  system  of  records  con¬ 
tains  detailed  investigations  of  home  disaster  loan  recioients*  use  of 
SBA  funds.  These  records  also  include  related  correspondence. 
Such  audits  are  rarely  pndertaken  unless  large  sumL  of  money  are 
involved. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  IS  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  inciurfing  catego- , 
ries  of  users  and  the  purposes  of  such  uses:  lltese  records  and  infor¬ 
mation  in  the  reccxrds  may  be  used: 

To  respond  to  a  request  from  a  member  of  Congress  regarding 
an  audit  of  a  recipient 

In  the  event  that  a^systeni  of  records  maintained  by  this 
AgeiKy  to  carry  out  its  fiuiction  indicates  a  violation  or 
potential  viedation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule  or  older 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  reconls  may  be  referred,  as  a  routine  use,  to  the 
appitqsriate  agency,  whether  Federal,  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
imfdementing  the  statute,  or  rule,  ref^lation  or  order  issued 
pursuant  thmto. 

To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  this  Agency. 

To  provide  the  Internal  Revenue  Service,  in  response  to  its 
request,  with  access  to  an  individual’s  records  to  the  extent 
that  the  information  is  relevant  aiKl  necessary  to  the  IRS’ 
function. 

Storage:  These  records  are  iruuntained  in  file^oklers. 
Retrievability:  These  rectxds  are  indexed  by  recipient  name. 
Safeguards:  Access  to  and  use  of  ther^e  records  are  limited  to 
those  persons  whose  crfficial  duties  require  such  access.  Pertonnel 
screenmg  is  emidoyed  to  prevent  unauthorized  disclosure. 
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Rrtwitino  and  dispoeal:  Records  are  maintained  by  SBA  for  two 
years  after  the  loan  has  becdme  inactive  and  are  then  transferred  to 
an  FRC  where  they  are  maintained  for  five  years  and  then 
destroyed. 

System  managerfs)  and  addreas:  Privacy  Act  Officer,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses.  ' 
Notificatloa  prooedure:  An  individual  may  inquire  as  to  udiether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  reccad  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  District  Director  or 
Branch  Manager  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragra{^,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Financial  institution  reports  and 
records.  Agency  investigation,  individual  to  whom  record  pertains. 

Systems  exempted  from  certaia  provisioas  of  the  act:  Pursuant  to  5 
U.S.C.  SS2a  (kX2),  all  investigatory  material  in  the  record  corniced 
for  law  enforcement  purposes  is  exempt  from  the  notification,  ac¬ 
cess,  and  contest  requirements  (under  S  U.S.C.  SS2a  (cX3),  (d), 
(eXl),  (eX4XG),  (H),  and  (I),  and  (f))  of  the  A^ncy  regulations. 
This  exemption  is  necessary  in  order  to  accomplish  the  purpose  of 
the  Agency  in  preventing  abuse  of  loan  proceeds  by  recipients,  as 
well  as  enforcing  Agency  rules  and  regulations  (pursuant  to  IS 
U.S.C.  634(bX6)  artd  IS  U.S.C.  64S(a)),  and  preventing  subjects  of 
investigations  from  frustratiitg  the  investigatory  process. 

SBA030 

System  nanM:  Automated  Persoruiel  History — SBA030 
System  locathm:  SBA  Central  Office.  See  Appendix  A  fcM*  ad¬ 
dress. 

Categories  of  huttviduals  covered  by  the  system:  All  SBA  em¬ 
ployees. 

Categories  of  records  in  the  system:  Current  status  of  all  SBA  em¬ 
ployees  including  all  data  pertinent  to  that  status.  This  system  in¬ 
cludes  name.  Social  Security  number,  grade  and  salary  title,  or- 
gaiuzation,  education,  veterans  preference,  competitive  level,  date 
of  birth,  handicap  code,  health  benefits,  etc.  This  system  indudes 
aU  personnel  actions  affecting  active  SBA  employees  siitce  May 
1972,  and  also  those  of  separated  employees  since  that  date. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routine  uses  of  records  nudntained  in  the  system,  including  catego- 
rtes  of  users  and  the  purposes  of  such  uses:  A  number  of  records  in 
this  system  are  sent  as  a  required  report  to  the  Civil  Service  Com¬ 
mission.  The  General  Accounting  Office  is  also  given  information 
from  this  system  for  audit  purposes.  , 

Storage:  This  system  of  records  is  maintained  on  magnetic  tape. 

Rctiievability:  Records  in  this  system  can  be  retrieved  by  the  em¬ 
ployee’s  luune  or  Social  Security  number. 

Safeguards:  Physical  Security  -  authorized  personnel  only. 

Retention  and  disposal:  These  records  form  a  permanent  data 
bank  for  the  Office  of  Personnel  and  are  retained  in^Hnitely. 

Routiue  uses  of  records  maintained  in  the  system,  including  cidego- 
rlcs  of  users  and  the  purtio*^  of  such  uses:  Privacy  Act  Officer.  See 
Appendix  A  for  address. 

Nodfleathw  prooedure:  An  individual  may  inquire  as  to  whether 
the  system  contaiiu  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  (Xficer.  The  ad¬ 
dress  of  this  office  is  contained  in  Appendix  A. 

Rcoord  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  fc^  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
oi  the  individual,  he  or  she  will  be  so  advised. 


Contesthig  record  procedures:  Individuals  desiring  to  contest  or 
ameiKi  informatkm  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasrms  for  contesting  it  and  the  ivoposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  SF  171  and  any  other  forms  an  em¬ 
ployee  completes  when  coming  on-board;  Personnel  actions  as 
recorded  on  SBA  Form  52;  Requests  for  persormel  actions;  Mass 
Change  Formats;  and  Award  Keypunch  Formats. 

SBA035 

System  name:  Bankruptcy  Filings  in  South  Carolina— SBA03S 
System  location:  Cr^mbia  District  Office  of  the  Small  Business 
Administration.  See  Appendix  A  for  address. 

Categories  of  individuals  covered  by  the  system:  Individuals  in 
South  Carolina  who  have  filed  for  banlmiptcy. 

Categories  of  records  in  the  system:  This  system  of  records,  a  list, 
enables  Agency  officials  to  identify  borrowers  and/or  guarantors 
who  have  declared^ bankruptcy. 

Authority  for  nnhitenance  of  the  system:  S  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routiyie  uses  of  records  maintained  in  the  system,  including  catego^ 
ries  of  users  and  the  purposes  of  sudi  uses:  For  internal  use  only. 
Storage:  These  records  are  maintained  in  a  file  folder. 

RetrievaMlity:  Records  are  indexed  by  individual’s  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  perscHis  whose  official  duties  require  such  access.  Personnel 
screening  is  employeed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  manager(s)  and  addreas:  District  Director.  See  Appendix 
A  for  address. 

Notification  procedure:  An  indiviudal  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  Itim  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  District  Director  for  Colum¬ 
bia  District  Office.  The  address  this  office  is  contained  in  Ap¬ 
pendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  will  set  forth  the  procedures 
for  gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  wiD  be  so  advised. 

Contesting  record  proceAues:  Imlividuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  fcH*  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  cat^orics:  List  compiled  by  Bankruptcy  Court. 
^A040 

System  name:  Boards  of  Survey — SBA040 
System  location:  C^tral  Office,  Regional  Offices,  District  Of¬ 
fices.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
and  other  individuals  who  have  bem  involved  in  accidents  with 
government  vehicles,  or  other  incidents  of  loss  or  damage  to 
government  [Nxjperty. 

Categories  of  records  in  the  system:  This  system  includes  the  re¬ 
port  and  supporting  material  compiled  by  the  Board  of  Survey  in 
reviewing  cases  involving  loss  or  damage  to  government  pn^rty. 
These  may  be  claims  by  or  against  the  government.  Cases  involving 
up  to 

3000  can  be  handled  in  the  R^omd  Offices.  Oises  involving 
more  than 

5000  must  be  referred  to  the  Central  Office  Board  of  Survey. 
Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101,  29  U.S.C.  651-78. 

Routine  uses  of  records  maintained  in  the  ^rstem,  inriuding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  In  the  event  that  a  suit  is 
initiated  in  a  court,  there  reemds  would  be  referred  to  the  Justice 
Department  and  General  Services  Administration  for  handling.  The 
records  would  also  be  gjvmi  to  the  parties  in  litigation  with  the 
AgeiKy  and  to  the  court,  if  necessary  in  the  case. 

Storage:  Records  sure  kept  in  file  folders. 

RetrievaMlity:  Files  are  indexed  by  the  name  SBA  enq>k>yees 
or  other  individuals  involved  in  the  case. 
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Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  <:uch  access.  Personnel 
screening  is  used  to  prevent  unauthoriz^  disclosure. 

Retention  and  disposal:  Records  are  maintained  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regimial 
Directors,  District  Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
Regional  Director  for  Regional  Office  records  ' 

District  Director  for  District  Office  records 
These  addresses  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  R^onal  Director  or 
District  Director  ^^l  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Cootcsting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  paragraph  above,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individuals  involved  in  the  case,  wit¬ 
nesses,  Agency  investigation. 

SBA045 

System  name:  Borrower  Insurance  FQes — SBA04S 
System  location:  The  following  District  and  Branch  Offices  main¬ 
tain  this  system  of  records:  Boise  District  Office,  Casper  District 
Office,  Corpus  Christi  Branch  Office,  Honolulu  District  Office, 
Marshall  District  Office,  New  Orleans  District  Office,  Pittsburgh 
District  Office,  Salt  I.ake  City  District  Office  and  San  Antonio  Dis¬ 
trict  Office.  All  other  District  and  Branch  Offices  maintain  this  in¬ 
formation  in  the  Loan  Case  File.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  a  Disaster  Home  Loan  recipient's 
hazard  insurance  and  Federal  Flood  Insurance,  wherever  applica¬ 
ble.  These  records  include  a  copy  of  the  insurance  policy,  a  history 
of  premium  payments  and  related  correspondence. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.S.C.  3101.  . 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  disclosed  in  correspondence  with  a 
recipient’s  insurance  company  as  to  the  status  of  his  policy. 

Storage:  These  records  are  maintained  in  file  folders  and  index 
cards.  , 

Retrievability:  These  records  are  indexed  by  recipient  name. 
Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  These  records  are  destroyed  when  the 
loan  becomes  inactive. 

System  manager(s)  and  address:  District  Directors,  and  Branch 
Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  Mm  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

District  Director  for  District  CXfice  records 
Branch  Manager  for  Branch  Office  records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  or  Branch  Manager  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

C^ontesting  record  procedures:  Individuals  desiri^  to  contest  or 
amend  informatiim  in  the  system  should  direct  their  requests  to  the 
official  listed  in  the  above  paragraph,  stating  the  reasons  for  con¬ 
testing  it  and  the  proposed  amendmrat  to  the  information  sought. 


Record  source  categories:  Individual  to  whom  the  record  pertains, 
insurance  cmnpanies.  Housing  and  Urban  Development — Farmers 
Home  Administration.. 

.  SBA050  , 

System  name:  Career  Counseling  Files — SBAOSO 
System  location:  San  Francisco  Regional  Office,  San  Francisco 
EXstrict  Office.  See  addresses  in  A|^>endix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 
Categories  of  records  in  the  sjnrteni:  This  record  system  includes 
notes  and  forms  completed  during  interviews  between  enq)k>yees 
and  supervisors  regard^  career  goals  and  programs. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  Agency  use 
only. 

Storage:  Records  are  kept  in  file  folders. 

Retrievability:  Records  are  indexed  by  employee  name  within 
each  division  of  the  office.  '  , 

Safeguards:  Access  to  apd  use  of  these  records  is  limited  to  those 
persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  for  a  period  of  time 
set  by  agreement  between  supervisor  and  employee. 

System  managers)  and  address:  Regional  Director,  District 
Dirrotor.  See  A^^endix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in- 
^vidual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director  or  District  Director  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Interview  between  employee  and  super¬ 
visor. 

SBA05S 

System  name:  Chamber  of  Commerce  Members — SBAOSS 
System  location:’  Kansas  City  Regional  Office.  See  Appendix  A 
for  address. 

Categories  of  individuals  covered  by  the  system:  Chamber  of  Com¬ 
merce  members. 

Categories  of  records  in  the.sy9lm:  Tlus  system  of  records  con¬ 
tains  information  relating  to  individual  Ambers  of  Chambers  of 
Commerce  who  are  available  as  needed  as  spokesmen  for  SBA. 
The  records  include  a  summary  of  the  individuM’s  relationship  with 
SBA. 

Authority  for  maintenance  of  the  system:  5vU.S.C.  301,  IS  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  usa  of  records  maintained  in  the  systcai,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  use  only. 

Storage:  These  records  are  maintained  on  index  cards. 
Retrievability:  These  rec<xds  are  indexed  by  individual’s  name 
and  geograi^cal  area. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  ditties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthoriz«d  chsclosure. 

Reteidion  and  dfeposal:  Records  are  kept  indefinitdy,  but  updated 
every  two  years. 

System  managerfs)  and  address:  Regional  Director. 'Sec  Appendix 
A  for  address. 

Nodficathm  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  Mm  or  her  by  addr***««*g 
a  request  to  the  Regiomd'Dhector  at  Kansas  City. 

The  address  of  this  office  ^  contained  in  Appendix  A. 
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Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  R^onal  DirecUnr  will  set  fenth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  wiO  be  so  .  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  paragrairii  above,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains. 
Agency  employees. 

SBA060 

System  name:  Collateral — SBA060 
System  location:  District  and  Branch  Offices  of  ^  SBA.  See  .^;>- 
pendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  negotiable  collateral  assigned  to  the  SBA  in  connection  with 
the  award  of  a  disaster  home  loan.  Included  in  these  records  are  re¬ 
gisters  of  .negotiable  c<^ateral  assignol  to  SBA,  trust  receipts, 
bonds,  certificates,  mortgages,  notes,  titles,  insurance  policies,  and 
agreements  of  extending  deed$  of  trust. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  30i,  IS  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  lliese  reemnds  and  infor¬ 
mation  in  4hese  records  may  be  used: 

In  the  event  a  system  of  records  maintained  by  this  Agency  to 
carry  out  its  function  indicates  a  violation  w  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in 
nature,  and  whether  arising  by  general  statute  or  particular 
program  statute,  or  by  regulation  or  mtler  issued  pursuant 
thereto,  the  relevant  records  in  the  system  of  records  may  be 
referred,  as  a  routine  use,  to  the  appropriate  agency, 
whether  Federal,  State,  local  or  foreign,  charged  with  the 
responsibility  of  investigation  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute  or 
rule,  regulation  or  order  issued  pursuant  thereto. 

To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  this  Agency. 

To  provide  the  Internal  Revenue  Service  in  response  to  its 
request  with  access  to  an  individual’s  reemds  fpr  an  Official 
audit  to  the  extent  that  the  information  is  rdevwt  aiul 
necessary  to  the  IRS’  fuiKtion. 

To  request  information  from  a  Federal,  State,  or  local  agency 
or  a  private  title  search  agency  to  determine  an  applicant’s 
suitability  for  a  loan. 

A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court, 
magistrate  or  administrative  tribunal,  including  disclosures  to 
opposing  counsel  in  the  course  or  settlement  negotiations. 

Storage:  These  records  are  maintained  in  file  feeders,  index 
cards,  ^ety  deposit  boxes  and  insulated  combination  safes. 

RetrievaMItty:  These  records  are  indexed  by  recipient  name 
and/or  loan  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  These  records  are  retained  until  an  in¬ 
dividual’s  loan  is  paid-in-f^U  or  charged-off,  then  disposed. 

System  managerts)  and  address:  District  Directors,  Branch 
Managers.  See  Appendix  A  for  addresses. 

Nodficatioa  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  tdm  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  respemse  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  conatins  a  record  pmtain- 
ing  to  him  or  her,  the  District  Director  or  Brandi  Manager  will  set 
*  forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  ao  advised. 


Contesting  record  procedures:  IiKlividuals  desiring  to  contest  or 
amend  informaticni  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragr^q^,  stating  the 
reascHis  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  cadegoles:  Individual  to  whom  the  reccxd  pertains. 
Agency  emi^oyees,  bank  corre^xHidence,  State  officii,  title 
search  c(Miq>anies. 

SBA065 

System  name:  Cdlectkm  Files — SBA06S 
System  iocaiion:  District,  Branch  and  Central  Offices  of  Small 
Business  Administration  and  in  the  Federal  Record  Centers.  See 
Afqiendix  A  for  SBA  addresses  and  Ajqiendix  B  fw  FRC  ad- 
d^ses. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Odegorks  of  records  in  the  system:  This  system  of  recends  con¬ 
tains  information  relating  to  SBA  coUection  activities  in  ccmnection 
with  Disaster  Home  Loans  from  the  time  of  the  initial  disbursement 
imtil  the  loan  is  either  paid-in-full  or  put  in  liquidation  status.  These 
records  include: 

SBA  Form  S73 — “Cash  Collateral  and  Abeyance  Item 
Register’’ 

SBA  Form  230 — “Receipt  for  Payment’’ 

SBA  Form  368— “CoUectionsy — Disaster  Deferred 
Participation  Loans  Purcha^.’’ 

Default  Vouchers 

Various  documents  relating  to  the  receipt  and  disposition  of 
money  remitted,  issuances  ot  past  due  notices  and  other 
related  material. 

Authority  ior  maintemmee  of  the  system:  S  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  qrstem,  including  cate^ 
lies  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  used: 

To  respond  to  a  request  from  a  member  of  Congress  regarding 
the  status  of  a  lorn. 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  viedation  or 
potential  violation  of  law,  whether  civil,  criminal,  or 
regulatory  in  nature  and  whether  arising  by  general  statute  or 
particular  |»ogram  statute  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
approfniate  agency,  whether  federal,  state,  local  or  foreign, 
charged  with  the  responsibility-of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
implementing  the  statute  ot  rule,  r^ulation  or  order  issued 
pursuant  thereto. 

the  event  court  action  arises  from  loan  collection  activities, 
a  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court, 
magistrate  or  counsel  in  the^  course  ot  settlement 
n^otiations. 

To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  this  Agency. 

To  provide  the  Internal  Revenue  Service,  in  response  to  its 
request,  with  access  to  an  individual’s  records  for  an  official 
au^t  to  the  extent  that  the  information  is  relevant  and 
necessary  to  the  IRS’  function. 

Storage:  These  records  are  maintained  on  microfilm,  magnetic 
tape,  file  fedders,  receipt  books,  ledgers,  and  insulated  combination 
safes. 

RetrievdMlity:  These  recOTxls  are  indexed  by  recipient  name  as 
well  as  a  cross-referenced  loan  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthcHized  disclosure. 

Retention  and  dispasal:  Records  located  in  District  and  Branch 
Offices  are  retained  for  two  years  after  the  loan  is  paid  or  chaiged- 
off  and  then  fOTwarded  to  a  Federal  Records  Centm:  where  they  are 
destroyed  after  two  years.  Records  located  in  the  Central  Office 
are  retained  no  more  than  two  years  and  then  either  forwarded  to  a 
Federal  Records  Center  for  faftsi;’yc^  OT  s'i^for  salvage. 

System  muager|[s)^^«^  addr^:  Mvacy.  Act  Officer,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 
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Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains /a  record  pertaining  to  thm  or  her  by  addressing 
a  request  in  person  or  in  writing  to:  ^ 

Privacy  Act  Officer  for  Central  Office  records 

District  Director  for  District  Office  records  ^ 

Branch  Manager  for  Branch  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A.  , 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Agency  employees.  Banks,  and  Loan  Case  File. 

SBA070 

System  name:  Combined  Federal  Campaign — SBAQ70 

System  location:  SBA  Regional  Offices  in  Kansas  City,  Mo., 
Boston,  Mass.,  and  Chicago,  Dl.  SBA  District  Offices  in  Columbus 
and  Cleveland,  Ohio.  For  the  addresses  of  these  offices,  see  Ap¬ 
pendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 

Categories  of  records  in  the  system:  This  system  contains  a  list  of 
participants  and  their  contributions.  A  copy  of  pledge  cards,  names 
and  addresses  of  personnel  connected  with  the  Combined  Federal 
Campaign,  code  of  charities  to  which  donations  were  made. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  IS  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Names  and  addresses  of 
those  employees  who  are  connected  with  the  planning  and  accom¬ 
plishments  of  the  fund-raising  drive  are  sometimes  released  to  the 
media. 

Storage:  Records  are  maintained  in  file  folders  oriiinders,  which 
are  usually  stored  in  file  cabinets. 

Retrievahility:  Records  are  indexed  by  name,  within  each  fiscal 
year. 

Safeguards:  Records  used  by  authorized  persons  only,  on  a  need 
to  know  basis. 

Retention  and  disposal:  There  is  no  official  disposal  schedule  for 
these  records,  they  are  kept  indefinitely. 

System  manager(s)  and  address:  Regional  Directors,  District 
Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  or  District  Director  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amen{r  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Employee  on  whom  the  record  is  main¬ 
tained. 

SBA075 

System  name:  Commercial  Toll  Calls — SBA075 

System  locatkm:  Portland,  Oregon  District  Office,  and  Cleveland, 
Ohio  District  Office.  See  Appendix  A  for  addresses.  Other  offices 
may  keep  information  on  toll  calls,  but  it  is  only  indexed  by  date. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  have  made  commercial  toll  telephone  calls. 


Categories  of  records  in  the  system:  Copies  of  SBA  Form  485A, 
“Commercial  Telefdione  ToD  Tickets.’’ 

AutHority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  used 
in  communicating  with  the  General  Services  Administration,  or  the 
telephone  company  r^arding  telephone  bills. 

Storage:  Records  are  kept  in  file  folders. 

Retrievahility:  In  the  offices  listed  above,  these  records  are  in¬ 
dexed  by  the  name  of  the  en^loyee  making  a  commercial  toll  calL 

Safeguards:  Access  to  and^  use  of  these  records  are  limited  to 
those  persons  whose  official  "duties  require  such  access.  Personnel 
screening  is  utilized  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  until  an  audit  or 
until  the  information  otherwise  becomes  outdated. 

System  managers)  and  address:  District  Directors.  See  Appendix 
.  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether, 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  ih  person  or  in  writing  to  the  District  Director.  The  ad¬ 
dresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District'Director  will  set  forth  the  procedures 
for  gaining  access  to  these  records.  If  there  is  no  record  of  the  in- 
diviudal,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  sho^d  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  SBA  employees,  telephone  company. 
General  Services  Administration. 

SBA080 

System  name:  Completion  Certificate  Control  Lists — SBA080 

System  location:  Central  Office,  District  and  Branch  Offices  of 
the  SBA.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the-system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  recorfls  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  SBA  Form  1018,  “Completion  Cer¬ 
tificate  on  SBA  Disaster  Loans.’-’  Each  disaster  loan  recipient  is 
required  to  execute  this  form  when  all  loan  proceeds  have  been  ex¬ 
pended.  The  system  of  records  contains  this  form  along  with  bor¬ 
rower  reminders,  past  due  listings,  and  verification  reports. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  IS  U.S.C. 
634(b)(6),  44  U.S.C.  3101. 

Routine  uses  of  records  nuintained  in  the  system,  including  catego¬ 
ries  users  and  the  purposes  of  such  uses:  Internal  use  only. 

Storage:  These  records  are  maintained  on  magnetic  tape,  file  fol¬ 
ders,  binders  and  index  cards. 

Retrievahility:  These  records  are  indexed  by  recipient  name  as 
well  as  a  cross-referenced  loan  number. 

Safeguank:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  managers)  and  address:  Privacy  Act  Officer,  District 
Directors,  Branch  Managers.  See  i^pendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

District  Director  for  District  Office  recrmls 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act'  Officer,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 
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Contcfltfnt  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  Should  direct  their 
request  to  the  crfficial  listed  in  the  above  para9'a|>h,  stating  the 
reasons  for  contesting  ,it  and  the  proposed  amendmeiH  to  the  infor¬ 
mation  sought.  '' 

Record  source  categories:  Individual  to  udioni  record  pertains. 
Agency  personnd.  Loan  Case  File. 

SBA085  " 

System  name:  Congressional  Hearing  Files — SBA08S 
System  locatiou:  Central  Office  of  the  SBA.  See  Appendix  A  for 
the  address. 

Categories  of  individaids  covered  by  the  system:  SBA  emidoyees, 
as  well  as  applicants  for,  and  recipients  of,  SBA  assistance. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  i^ormation  about  individuals  in  connection  with  preparation 
for  and  attendance  at  Congressional  hearings.  These  records  in¬ 
clude  data  concerning  program  activities  and  persoimel  proUems, 
intra-agency  correspondence,  investigations  and  Justice  Department 
reports. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  IS  U.S.C. 
634(bK6).  44U.S.C.  3101.  < 

Routine  uses  of  records  maintained  in  the  mstem,  including  csrtego- 
lies  of  users  and  the  purposes  of  such  uses:  Inese  records  and  infor¬ 
mation  in  these  records  may  be  used: 

To  respond  to  a  request  from  a  member  of  Congress. 

In  the  event  that  a  system  of  records  maintained  by  this  / 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  vitiation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigation  ot 
prosecution  of  such  violation,  or  charged  with  enforcing  or 
implementing  the  statute,  or  rule,  regulation  or  order,  issued 
pursuant  thereto. 

Storage:  These  records  are  maintained  in  file  fedders. 

Retrievability:  Parts  of  these  records  are  indexed  by  an  in¬ 
dividual’s  name,  and  to  that  extent,  are  retrievable. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retentkm  and  disposal:  Records  are  maintained  indefinitely. 

System  managerfs)  and  address:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  the  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer.  The  ad¬ 
dress  of  this  office  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  reccH'd 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Agency  employees.  Agency  files.  Justice  Department. 

SBA090 

System  name:  Delinquent  Loans — SBA090 

System  location:  District  and  Branch  Offices  of  the  Small  Busi¬ 
ness  Administration  and  Federal  Record  Centers.  Sm  Appendix  A 
for  SBA  addresses  and  Appendix  B  for  FRC  addresses. 

Categories  of  records  in  the  system:  Recipients' of  disaster  home 
loans  whose  loans  have  been  classified  as  delinquent. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relative  to  delinquent  disaster  home  loans.  These 
records  consist  of  monthly  printouts  of  loans  30,  4S,  and  60  days 
past  due  and  SBA  Forms  1004A  and  1004B,  the  collection  notices 
and  records  on  past  due  accounts.  Included  in  these  records  are  the 


number,  amount  and  dates  of  ddinquent  payments,  die  amount  of 
the  loan,  related  conespondence  and  remaxks  by  the  Service  Loan 
Officer. 

Authority  for  mafnienanoe  of  the  tyttaosrS  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  fa  the  qrstem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  Agmcy  use 
only. 

Storage:  These  records  are  maintained  in  ffle  folders  said  binders. 

Retrieviribility:  These  records  are  indexed  by  the  name  of  the 
recipient. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  enqdoyed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  The  monthly  listings  are  retained  for  up 
to  one  year  and  then  destroyed.  The  1004A  and  1004B  forms  are 
transferred  to  the  loan  case  ffle  or  an  FRC  if  the  loan  becomes  cur¬ 
rent.  If  the  loan  remains  past  due,  these  records  are  transferred  to 
liquidation  and  retained  until  the  loan  is  charged-off  or  paid-in-full 
and  then  forwarded  to  an  FRC.  Records  maintained  by  a  Federal 
Records  Center  are  destroyed  after  four  years. 

System  managerfs)  and  address:  District  Directors,  Branch 
Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  at  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  ot  in  writing  to: 

District  Director  for  District  Office  records 
B^ch  Manager  for  Branch  Office  records 
Ihe  addresses  of  these  trices  are  contained  in  Appendix  A. 
Recmxl  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  cootains-a  record  pertain¬ 
ing  to  him  or  her.  The  District  Director  or  Branch  Manager  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  ctmtesting  it  and  the  proposed  amendment  to  the  infor- 
matn  sou^t. 

Record  source  categories:  Agency  Collection  Activities  Branch, 
individual  to  \«4K>m 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained ''in  the  system  should  direct  (heir 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  pre^msed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  cat^ories:  Agency  Collection  Activities  Branch, 
individual  to  w4tom  record  pertains,  agency  personnel. 

SBA095 

System  name:  Designations  of  C^hiers — SBA095 

System  locatioD:  Lubbock  District  Office  at  address  listed  in  Ap¬ 
pendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  emifloyees 
in  office  \^o  haye  been  bonded  to  serve  as  cashiers. 

Categories  of  records  in  the  ^stem:  This  record  includes  request 
for  and  designation  of  cashiers  (SF  211  and  1195),  who  are  required 
to  be  bonded  for  the  handling  of  imprest  funds  and  treasury 
checks. 

Authority  Cor  mafatemmoc  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  cf  records  maintained  fa  the  system,  inciuding  catego¬ 
ries  of  users  and  the  pinposes  of  such  uses:  Information  in  these 
records  is  referred  to  the  Treasury  Department  for  bonding. 

Storage:  Records  are  kept  in  ffle  folders. 

Retrievability:  Records  are  indexed  by  the  name  of  the  em¬ 
ployees  designated  as  cashiers. 

Safeguards:  Records  are  kept  in  a  ffle  cabinet. 

Retention  and.disposai:  Records  are  retained  indefinitely. 

System  inanager(s)  and  address:  District  Director,  Lubbock, 
Texas.  See  i^pendix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  ^  District  Director.  The  ad¬ 
dress  is  contained  in  Appendix  A. 
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Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  I^rector  will  set  forth  the  procedures 
for  gaming  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  on  whom  record  is  main¬ 
tained. 

SBAIOO 

System  name:  Disaster  Relief  Act  Printout — SBAIOO 

System  location:  Corpus  Christi  Branch  Office  of  the  SBA.  See 
Appendix  A  for  address. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans  in  the  Corpus  Christi  area. 

Categories  of  records  in  the  system:  This  Computer  Printout  lists 
the  name  and  address  of  borrowers  to  whom  the  “forgiveness” 
provision  of  the  Disaster  Relief  Act  applies. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  use  oiUy. 

Storage:  These  records  are  maintained  in  a  file  folder. 

Retrievability:  Records  are  indexed  by  recipient  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Persoimel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Indefinite  retention. 

System  managerfs)  and  address:  Branch  Manager.  See  Appendix 
A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  hereby  addressing 
a  request  in  person  or  in  writing  to: 

Branch  Manager  for  Branch  Office  records 

The  address  of  this  office  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Branch  Manager  will  set  forth  the  procedures 
for  gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual.  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintmned  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Agency  employees. 

SBA105 

System  name:  Disbursements — SB  A 105 

System  location:  Central,  District  and  Branch  Offices  of  the  SBA 
and  Federal  Record  Centers.  See  Appendix  A  for  SBA  addresses 
and  Appendix  B  for  FRC  addresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  dis¬ 
aster  home  loans. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  loan  disbursement  activities.  These 
records  consist  of  detailed  listings  of  disbursements,  SBA  Form 
191-checks  requested,  SBA  Form  192-checks  issued  on  loan  closing 
and  treasury  check  registers.  The  information  includes  amount  of 
the  loan,  schedule  of  payments,  actual  disbursement  calendars  and 
overpayments  made. 

AuthorRy  for  maintenance  of  the  system:  U.S.C.  301;  15  U.S.C. 
634(bX6);  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Ihese  records  and  infor¬ 
mation  in  the  records  may  be  used; 

To  provide  information  to  the  public  when  disclosures  are 
warranted. 

In  communicating  with  the  Treasury  Department  on 
disbursement  activities. 


To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  this  Agency. 

To  respond  to  a  request  from  a  member  of  Congress  regarding 
the  status  of  a  particular  loan. 

Storage:  These  records  are  maintained  in  file  folders,  register 
books,  and  index  cards. 

Retrievability:  These  records  are  indexed  by  recipient  name  and 
loan  number  as  well  as  a  cross-referenced  check  control  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screemng  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  The  Central  Office  maintains  these 
records  for  three  years  following  the  end  of  the  Bscal  year  whereas 
the  District  and  Branch  Offices  maintain  the  system  either  for  two 
years  or  indefinitely!  The  records  are  then  transferred  to  an  FRC 
which  disposes  of  them  under  GAO  standards. 

System  managers)  and  address:  Privacy  Act  Officer,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  p>ertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

_  Privacy  Act  Officer  for  Central  Office  Records 
E)istrict  Director  for  District  Office  Records 
Branch  Manager  for  Branch  Office  Records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in-' 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought 

Record  source  categories:  The  individual  to  whom  the  record  per¬ 
tains,  Treasury  Department,  Agency  personnel,  and  Loan  Case 
FUe. 

SBAllO 

System  name:  EEO  Pre-Complaint  Counseling — SBAl  10 

System  locafioa:  Central  Office,  Regional  Offices,  District  Offices 
and  Branch  Offices.  For  addresses  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  have  requested  counseling  regarding  discrimination  in  employ¬ 
ment. 

Categories  of  records  in  the  system:  File  on  each  counseling  case, 
compiled  by  Equal  Employment  Opportunity  Counselor  in  each  of¬ 
fice.  File  may  include  statements  made  by  the  employee  being 
counseled  and  other  persons  interviewed,  record  of  attempts  to 
resolve  the  problem,  and  EEO  Counselor's  Report.  If  a  formal 
complaint  is  filed  after  counseling,  the  EEO  C^nselor’s  Report 
becomes  part  of  the  EEO  Complaint  case. 

Authority  for  maintenance  of  the  system:  5  C.F.R.  713,  13  C.F.R. 
105.735-5-4. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  usos  and  the  purposes  of  such  uses:  These  records  are  used 
to  report  counseling  activity  to  the  Civil  Service  Commission,  but 
such  reports  do  not  name  the  individuals  ^riK>  received  counsel^. 

Storage:  Files  are  kept  in  file  folders. 

Retrievability:  Records  are  indexed  by  the  name  of  the  person 
requesting  counseling.  n 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  utilized  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Some  offices  dispose  of  records  after  the 
problem  is  resolved.  Others  retain  the  records  for  a  period  of  years 
or  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors,  and  Branch  Managers.  See  Appendix 
A  for  adc^sses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining'  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
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Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 
Rcctvd  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her.  the  Privacy  Act  Officer,  R^onal  Director^  Dis-  _ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amen<hnent  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Person  requesting  counseling,  other  em¬ 
ployees,  EEO  Counselor,  and  Personnel  and  en^>loyment  records. 

SB  Alls 

System  name:  EEO  Complaint  Cases — SBAllS 
System  location:  Central  Office.  For  address  see  Appendix  A. 
Categories  of  Individuals  covored  by  the  system:  SBA  employees 
who  have  filed  a  complaint  regarding  discrimination  in  employment. 

Categories  of  records  in  the  syston:  Files  on  each  complaint  case, 
compiled  by  the  Office  of  Equal  Employment  Opportunity.  File 
may  include  statements  made  by  the  complainant  and  other  persons 
interviewed,  EEO  Counselor’s  Report,  other  information  develc9)ed 
in  the  investigation  of  a  complaint,  notes  of  attemots  to  reserve  the 
complaint,  report  of  a  hearing.  Hearing  Examiner’s  Recommenda¬ 
tions,  and  Agency  action  on  the  case.  Files  also  include  closed 
cases. 

Authority  for  maintenance  of  the  system:  S  C.F.R.  713,  13  C.F.R. 
105.735-5-4. 

Routine  uses  of  records  maintained  in  the  system,  including  catego- 
ries  of  users  and  the  purposes  of  such  uses: 

These  records  are  used  to  report  complaints  to  the  Civil 
Service  Commission. 

In  the  event  that  a  complaint  results  in  a  hearing,  records  in 
this  system  will  be  used  in  preparing  and  presenting  the  case 
before  a  Complaints  Examiner  designated  by  the  Civil 
Service  Commission. 

In  the  event  that  a  complaint  is  appealed  to  the  Civil  Service 
Commission,  these  records  will  be  used  by  the  Appeals 
Review  Board  in  making  a  decision  on  the  case. 

In  the  event  that  a  complaint  results  in  a  suit  in  a  Federal 
court,  these  records  will  be  referred  to  the  Department  of 
Justice  and  used  by  that  Department  to  prepare  and  present 
the  case  in  court. 

Storage:  Files  are  maintained  in  file  ftdders. 

RetrievabUity:  Records  are  indexed  by  the  name  of  the  person  fil¬ 
ing  a  complaint. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retentioa  and  disposal:  Records  are  kept  indefinitely. 

System  numagerfs)  and  addren:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  ;n  writ^  to  the  Privacy  Act  Officer,  Central 
Office,  at  the  address  listed  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
ot  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  -contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the.  official  listed  in  the  above  paragraph,,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendm^  to  the  infor¬ 
mation  sought. 

Record  source  calegorte:  Conqilainant,  Witnesses,  Hear^  trans¬ 
cript,  Complaints  Exmniner’s  Recommendations,  Agency  investiga¬ 
tion,  Persoond  and  Employment  records. 

SBA120 

%slcai  name:  Enqiloyee  Awards — SBA120 


System  loodiM:  Thb  systmn  is  maintained  by  most  SBA  Re- 
gioiud  and  District  Offices.  See  Appeitdix  A  far  addresses. 

Categories  of  individuals  covered  by  ttie  system:  SBA  enq>loyees 
nominated  for  and/cx'  receiving  awards. 

Cat^ories  of  records  in  the  system:  Narratives  on  each  individual 
nominated  fa-  Civil  Servant  of  the  Year,  SBA  Honor  Award 
nomin^.  Federal  Women’s  Award  nominees,  recommendations  of 
supervisors  aiul  otha  supporting  documentation  submitted  to 
awards  boards. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  sudi  uses:  lost  of  nominees  for  tiie 
Federal  Women’s  Award  are  sent  to  the  Civil  Service  Commission 
for  consideration. 

Storage:  These  records  are  kept  in  file  fedders  which  are  usually 
stored  in  ffle  cabinets. 

Rctrievidiillty:  Records  are  indexed  by  name  of  enq>loyee  or  title 
of  award. 

Safeguards  Personne}  screening  -  information  released  to 
authorized  persons  only. 

Retention  and  disposal:  These  records  are  retained  for  a  period 
varying  from  three  to  five  years,  then  disposed  of. 

System  managerfs)  and  address:  Regional  Directors,  District 
Directos.  See  Appeiulix  A  for  addresses. 

Notificatioa  procediBc:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writ^  to: 

Regional  DirecUnr  for  R^ional  Office  records 
District  Director  for  District  Office  records 
The  addresses  these  <^ices  are  contained  in  .^pendix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  R^ional  Director  or  District  Director  will  set 
forth  the  procedures  fa  gaining  access  to  these  records.  If  there  is 
no  recod  of  the  individual,  he  a  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  dio^d  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  fxoposed  amendment  to  the  infor- , 
mation  sought. 

Record  source  categories:  Enq^yees,  official  Persotmel  folders, 
supervisors.  Civil  Service  Comniissiai,  Department  of  Labor,  other 
agencies  and  organizations. 

System  name:  Enqrloyee  Biographical  Files — SBA12S 

System  location:  Central  Office,  Regional  Offices,  District  Of¬ 
fices,  El  Paso  Branch  Office.  See  ^qrendix  A  for  addresses. 
Categories  of  individuals  covered  by  the  system:  SBA  employees. 
Categories  of  records  in  the  system:  Records  iitclude  biographical 
data  such  as  date  erf  Ixrth,  enqdoyment  history,  education,  photo¬ 
graphs,  news  clippings  and  record  of  public  a{q>earances  in  an  offi¬ 
cial  capacity.  These  files  do  not  necessarily  contain  iirformation  on 
all  SBA  employees. 

Authority  tar  maintenaiioe  at  tiie  system:  S  U.S.C.  301 ,  44  U.S.C. 
3101. 

Routine  uses  of  records  mafatahifd  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Iirfomation  in  these 
records  will  be  teleas^  to  news  media,  other  Government  agen¬ 
cies,  and  private  groiq)s  aiKl  organizations  fa  pulrficity  purposes. 

'  Storage:  Records  are  kept  in  file  folders. 

RetrievabUity:  Recods  are  indexed  by  the  name  of  the  enq>loyee. 
Safeguards:  Access  to  and  use  of  these  recads  are  limited  to 
those  persons  wdK>se  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Most  offices  retain  the  records  as  long  as 
the  person  is  enqdoyed  by  SBA 

System  managerfs)  and  addren:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors,  Branch  Manager.  See  Appendix  A  for 
addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  a  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  fa  Central  Office  records 
Regional  Directa  fa  R^jonal  Office  records 
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District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director- or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

CoBtesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  on  whom  record  is  main¬ 
tained,  Agency  personnel  records  and  memoranda,  news  media. 

SBA130 

System  name:  Employee  Bond  Participation  Files — SBA130 
System  location:  Central  Office,  Regional  and  District  Offices. 
See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  purchase  U.S.  Savings  Bonds  through  payroll  deduction. 

Categories  of  records  in  the  system:  This  record  includes  the  name 
of  an  employee  purchasing  Savings  Bonds,  address.  Social  Security 
number,  amount  of  deduction,  bond  denomination,  names  of  co¬ 
owners  or  beneficiaries,  correspondence  and  other  information 
relating  to  bonds. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  in  this  system  are  referred  to  the  Treasury 
Department  for  the  purchase  of  bonds. 

These  records  are  reviewed  by  the  General  Accounting  Office' 
in  the  course  of  an  audit  of  the  Agency. 

Storage:  Records  are  kept  in  journals  or  file  folders. 

Retrievability:  Records  are  indexed  by  employee  name  or  Social 
Security  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  r^uiie  such  access.  Perosnnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Central  Office  Files  are  disposed  of  after 
three  years  or  a  GAO  audit.  Other  files  are  kept  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  and  District  Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  or 
District  Director  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Emfdoyee  ^Savings  Bond  Form  (SBA 
1042),  Payroll  Master  File. 

^BA135 

-  System  name:  Employee  Counseling  Program — SBA135 

System  location:  SBA  Central  Office;  Denver  Regional  (Xfice; 
Boston  Regional  Office;  WichiU,  KS  District  Office.  See  i^pendix 
A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Employees  u4)o 
have  requested  counseling  for  personal  problems  and  employees 
designate  as  counselors. 


Categories  of  records  in  the  system:  Clase  history  documentation 
relative  to  problems.  Counseling  data.  Referrals  for  assistance. 
Health  benefit,  compensation  or  disability  processing  assistance. 
Names  of  enqsloyees  designated  as  En4)loyee  (Counseling  Program 
councelors. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301;  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Emidoyee  (Counseling 
Program  reewds  may  be  used  to  contact  a  doctor  or  other  form  of 
assistance  for  the  employee  being  counseled. 

Storage:  Records  are  stored  in  locked  file  cabinets  or  in  the  desk 
of  the  Employee  Counseling  Program  counselor. 

Retrievability:  Recends  are  indexed  rither  by  the  name  of  the 
counselor  or  the  employee  being  counseled. 

Safeguards:  Records  are  released  to  authorized  personnel  only, 
on  a  need  to  know  basis. 

Retention  and  disposal:  Records  are  maintained  indefinitely. 

System  managers)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to,  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  OT  her,  the  Privacy  Act  Officer,  Regional  Director  or 
District  Director  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individu^,  he  or  she  will 
be  so  advised. 

Contesting  record  procedtores:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  4o  the  infor¬ 
mation  sought. 

Record  source  categories:  SBA  enq>loyees  and  their  supervisors. 
SBA140 

System  name:  Employee  Evaluation  and  Supervision  Files — SB  A 1 40 
System  location:  Central  Office,  Regional  Offices,  District  Of¬ 
fices,  Branch  Offices.  For  addresses  see'^\i^ndix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 
Categories  of  records  in  the  system:  This  record  contains  Annual 
Performance  Ratings,  informal  incident  files  on  job  activities,  and 
other  informal  information  relating  to  job  performance,  kept  by  su¬ 
pervisors. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301 ,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  Agency  use 
only. 

Storage:  Records  are  kept  in  file  folders. 

Retrievability:  Records  are  indexed  by  enq;>loyee  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  utilized  to  prevent  unauthorized  disclosuie. 

Retention  and  disposal:  Retention  varies  from  one  year  to  in¬ 
definitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  R^kmal 
Directors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  ack^sses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  systein  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  (Tentral  Office  records 
R^ional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records 
The  addresses  of  these  (rffices  are  contained  in  Appendix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain- 
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ing  to  him  or  her,  the  Privacy  Act  Offico*,  Regional  Director,  Dis¬ 
trict  Director2  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  reccMxls.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contestiag  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraqjh,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Supervisors;  Observation,  conversation, 
interviews  with  employees;  Agency  Persoimel  records. 

SBA145 

System  name:  En^iloyee  Identification  Card  Ffles — SBA14S 
System  location:  Central  Office,  Regional  Offices,  Kstrict  Of¬ 
fices,  Branch  Offices.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 
Categories  of  records  in  the  system;  These  files  contain  names  of 
employees  and  the  identification  card  numbers  issued  to  them. 

Authority  for  maintenance  cd  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  inchiding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  Agency  use 
only. 

.  Storage:  Records  are  kept  in  file  feeders  or  card  files. 

Retrievabilhy:  Records  are  indexed  by  employee  name  or  identifi¬ 
cation  card  number. 

Safeguards:.  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  utilized  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  until  employee  ter¬ 
minates  service  with  SBA,  or  indefinitely. 

System  managers)  and  address:  Privacy  Act  Officer,  Regional 
Dir^tors,  District  IMrectors,  Branch  Mangers.  See  Appendix  A 
for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Of  flee  records 
Regional  Director  for  Regional  Office  records 
District  Director  for  District  Offlee  records 
Branch  Manager  for  Branch  Office  records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director,  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  on  whom  record  is  main¬ 
tained,  Agency  Personnel  reewds. 

SBA150 

System  name:  Employee  Suggestions — SBAISO 
System  loodion:  Central  Office,  R^jonal  Offices,  Anchorage 
District  Office,  Qeveland  District  Office,  Des  Moines  District  Of¬ 
fice.  For  addresses  see  Appendix  A. 

Categories  of  Indivkluals  covered  by  the  system:  SBA  emirioyees 
who  have  filed  suggestions. 

Categories  of  records  in  the  qrstem:  Records  include  a  copy  of  the 
suggestion,  and  information  relating  to  the  disposition  made  of  the 
suggestion. 

Andwrity  for  maintenance  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101. 

RouthM  uses  of  records  maintained  In  the  system,  inchidhig  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  Internal  Agency  use 
only. 

Storage:  Records  kept  in  file  folders. 


Rctrievability:  Records  in  the  offices  listed  above  are  indexed  by 
the  name  of  the  persem  making  the  suggestion.  Suggestion  files  in 
other  offlees  are  retrievaUe  by  date. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Rctentkm  and  disposal:  Files  are  kept  indefinitely. 

System  numagerfs)  and  address:  Privacy  Act  Officer,  Regional 
DirrotOTS,  District  Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  ot  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
R^onal  Director  for  Regional  Office  records 
District  Director  for  District  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  OT  her,  the  Privacy  Act  Officer,  Regional  Director,  or 
District  Director  will  set  forth  the  procedures  for  gaining  access  to 
these  reccHds.  If  there  is  no  record  of  the  individual,  he  or  she  wiU 
be  so  advised. 

Contesting  record  procedmes:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Employee  who  filed  suggestion.  Agency 
personnel  who  review  suggestions. 

SBA155 

System  name:  Employment  Applications — SBA  155 
System  location:  Maintained  by  individual  divisions  of  the  SBA 
Central,  R^iional,  District,  and  Branch  Offices.  See  Appendix  A 
for  addresses  of  these  offices. 

Categories  of  individuals  covered  by  the  system:  ^plicants  for 
permanent,  part-time,  and  ten^iorary  employment  with  the  SBA. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  letters  of  introduction,  resumes,  personal  qualifications  state¬ 
ments,  referrals,  references,  pre-employment  inquiries,  job  inter¬ 
view  records,  Qvfl  Service  Commission  ratings  and  lists  of  eligi- 
bles. 

Authority  for  maintenance  of  the  ^ston:  5  U.S.C.  301 ;  15  U.S.C. 
634(bX6);  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  sudi  uses:  The  resumes,  etc.  of 
-  those  ^iplicants  seeldng  referral  assistance  are  sometimes  for¬ 
warded  to  other  Federal  agencies  for  possible  emidoyment. 

Storage:  These  records  are  usually  stored  in  folders  within  file 
cabinets. 

Rctrievability:  Records  are  indexed  by  applicant’s  name. 
Safeguards:  Information  released  only  to  authorized  personnel  on 
a  need  to  know  basis. 

Retention  and  dhpoaal:  File  disposed  of  after  two  years. 

System  managerfs)  and  address:  Privacy  Act  Officer,  Regional 
DirTCtors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

Notttication  procedure:  An  individual  may  inquire  as  to  whether 
the  system  cqntains  a  record  pertaining  to  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privaicy  Act  Officer  for  Central  Office  records 
Regional  DirecteMT  for  R^onal  Office  records 
District  Director  for  District  Office  reernds 
Branch  Manager  for  Branch  Office  records 
The  addresses  of  these  <dflces  are  contained  in  Appendix  A. 
Record  access  ptveedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  (Xficer,  Regional  DirecUH-,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  win  be  so  advised. 

Cowtesting  record  procedures:  Individuals  desiring  to  contest  (mt 
amend  infcuinatkm  maintained  in  the  system  should  direct  their 
request  to  the  official'  listed  in  the  above  paragraph  stating  the 
reasons  fOT  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sou^t. 
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Record  source  categories:  Applicant  to  whom  the  Hie  pertains. 
Civil  Service  Commission,  and  persons  who  furnish  references  for 
applicant. 

SBA160 

System  name:  Exit  Interviews — SBA160 
System  location:  SBA  Regional  Offices  in  Denver,  Colorado  and 
in  San  Francisco,  California.  See  Appendix  A  fcM*  addresses. 

Categories  of  individuals  covered  |>y  the  system:  SBA  employees 
who  resigned.  ^ 

Categories  of  records  in  the  system:  A  written  record  of  interviews 
conducted  by  the  Persoimel  Gtffice  to  determine  why  an  enq;>loyee 
resigned. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  main¬ 
tained  for  intental  Agency  use  only. 

Storage:  The  records  in  this  system  are  stored  in  file  cabinets. 
Retrievability:  These  records  are  retrieved  by  the  name  of  the 
employee. 

Safegi^ds:  Records  are  released  to  authorized  Agency  personnd 
only. 

Retention*  and  disposal:  'These  records  are  maintained  indefinitely. 
System  manager(s)  and  address:  Regional  Directors  in  Denver  and 
San  Francisco.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  incpiire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  appropriate  Regional 
Director  in  either  Denver  or  San  Francisco.  The  addresses  of  these 
offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought.  ‘ 

Record  source  categories:  Interviews  with  employees  and  super¬ 
visors. 

SBA170 

System  name:  Finance  &  Investment  Career  Program — SBA170 
System  location:  Central  Office.  Regional  Offices.  District  Offices 
in  Hartford,  Connecticut;  Lubbock,  Texas;  Seattle,  Washington. 
See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  have  applied  for  or  enrolled  in  the  F  &  I  Career  Program. 

Categories  of  records  in  the  system:  *nus  system  of  records  in¬ 
cludes  application  forms,  appraisals  of  the  employee’s  performance 
and  potential,  training  plans,  record  of  an  employee’s  activities  in 
the  program,  and  correspondence  relating  to  the  individual  and  the 
program. 

Authority  for  nudntenance  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  in  these  records  may  be  used  in  communicating 
with  a  Union  which  rq;>resents  SBA  employees,  in  regard  to 
the  Career  Program. 

Information  in  these  records  may  be  communicated  to  the  Civil 
Service  Commission  whenever  necessary  to  inplement  a 
Personnel  action. 

'These  records  may  be  examined  by  the  General  Accounting 
Office  or  the  Civil  Service  Commission  in  the  course  of  a 
review  of  the  Agency. 

Storage:  Records  are  kept  in  file  folders  or  binders. 

Retrievability:  Records  are  indexed  by  employee  name. 
Safeguards:  Access  to  and  use  <A  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnd 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  thsposal:  Records  are  kept  indefinitdy. 


System  managerfs)  and  address:  Privacy  Act  Officer,  Regkmal 
Directors,  District  EMrectors.  See  Appendix  A  for  addresses. 

Notificatioo  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  (mt  her  by  addressing 
a  request  in  person  or  in  writing  to: 

IVivacy  Act  Officer  for  Central  Office  records 
Regional  Directm*  for  R^onal  Office  records 
District  Director  for  District  Office  records. 

'The  addresses  oi  these  offices  are  contained  in  Afpendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  IXre^r,  or 
Dutrict  DirecUH'  will  set  f(»th  the  procedures  for  gaining  access  to 
these  recods.  If  there  is  no  record  of  the  Individual,  he  or  she  wiU 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  dh«ct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought 

Record  source  categories:  Enployees,  Supervisors,  Agency  Per¬ 
sonnel  records. 

SBA180 

System  name:  Government  Drivers’  Licenses  and  Use  of  Vdii- 

cles — SBA180 

System  location:  R^onal,  District  and  Brandi  Offices  of  the 
SBA.  See  .^pendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Enqdoyees 
authmized  to  use  government  vehicles. 

Categories  of  records  in  the  system:  'This  system  of  records  con¬ 
tains  i^(»mation  relating  to  use  o(  government  vehicles.  Reemds 
include  SBA  Fmm  607,  ’’Car  Authorizations,”  applications  for 
government  driver’s  license,  accident  reports,  physkd  fitness  state¬ 
ments  and  operator’s  identification  card. 

Authority  for  maintenance  of  the  system:  40  U.S.C.  471. 

Routine  uses  of  records  maintained  in  the  system,  fairtiiiMiif  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  *111080  records  and  infor¬ 
mation  in  these  record  may  be  used: 

To  supply  the  General  Services  Administration  and  the  General 
Accounting  Office  with  infonqation  necessary  and  relevant 
to  the  Agendes’  functions. 

To  request  information  from  State  and  local  police  departments 
to  determine  an  employee’s  eligibility  for  a  government 
license. 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civfl,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule,  or  on^ 
issued  pursuant  thereto,  the  rdevant  records  in  the'system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
approiaiate  agency,  whethw  Federal,  State,  local  or  foreign, 
chaig^  with  the  responsil^ty  of  investigation  or 
prosecution  such  violation  or  charged  with  enforcing  or 
imidementing  the  statute  or  rule,  regidatiem  or  order  issued 
pursuant  thmto. 

A  record  fp)m  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court, 
magistrate  or  administrative  tribunal,  induding  disclosures  to 
opposing  counsel  in  the  course  or  settlement  n^otiations. 

Storage:  These  records  are  maintained  in  file  folders  and  index  > 
cards. 

Retrievability:  Records  aih  irdexed  by  enoployee  name. 

Safeguards:  Access  to  and  use  these  reemds  are  limited  to 
those  persons  >riK>se  official  duties  require  such  access.  Persotmel 
screening  is  employed  to  inevent  unauthorized  disdosure. 

Retention  and  disposal:  Reemds  are  retained  indefinitdy. 

System  manager(8)  and  addreas:  Rqponal  Directors,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  Im  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regkmal  Director  for  Rngional  Office  records 

District  Director  for  Diab^  Office  records 

Brandi  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 
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Kcoord  procedures;  In  response  to  a  request  by  an  in- 

divkhial  to  determine  whether  the  system  contains  a  recocd  pertain¬ 
ing  to  him'  or  her,  the  R^iioasd  Director,  District  Director  or 
Brunch  Manager  will  set  f mrth  the  procedures  for  gaining  access  to 
records.  If  there  is  no  record  of  the  individual,  he  or  she  win 
be  so  advised. 

ig  reoosd  procedures:  Individuals  desiring  to  obpicsX  or 
amend  informatioo  maintained  in  the  system  should  direct  their 
request  to  the  ofScial  listed  in  the  above  paragnq>h,  stating  the 
reasons  for  contesting  H  and  the  proposed  amrodment  to  the  infor¬ 
mation  sought- 

Bccard  source  categories:  Individual  to  whom  record  pertains,  ^ 
witnesses  to  accidents,  police  records,  personnel  involved  in  ac¬ 
cidents. 

SBA185 

Systens  name:  Grievances,  and  Personnel  I^actices  Ap¬ 
peals— SBA18S 

Sysleat  locallou:  Central  Office,  Regkmal  Offices,  or  District  Of¬ 
fices  .where  grievances  or  persoiuiel  practices  appeals  have  been 
filed. 

rrtsgoriri  of  faiArlduals  covered  by  die  qntenu  SBA  employees 
who  have  filed  grievances  under  Unkm  grievances  procedures  or 
Personnel  Practices  Ai^teals  Procedures. 

Categories  of  records  In  the  system:  This  system  includes  cor¬ 
respondence,  siq^x^ting  documents,  transcripts  oi  hearings,  infor¬ 
mation  developed  in  investigating  a  grievance  or  appeal,  and  odier 
information  related  to  the  processing  of  the  grievance  or  appeal. 
These  cases  may  be  processed  under  a  Union  grievance  i»ocedure, 
or  i»ocedures  established  by  the  Agency  pursuant  to  the  Admini^ 
trator’s  memorandum  of  December  9,  1S^4,  to  ensure  that  merit 
prindides  and  personnel  laws  and  rqiulations  are  carried  out, 
.where  other  procedures  are  not  applicable. 

Authority  for  luaintMisrirr  of  the  qrstan:  S  U.S.C.  301,  44  U.S.C 
3101,  Collective  Bargaining  Agreements  with  Unions  which 
represent  SBA  errqdoyees,.  SBA  Administrator’s  memorandum  of 
December  9,  1974. 

Roudne  uses  of  records  mainlined  la  die  qrstem,  fcnctnrttng  catego¬ 
ries  of  users  and  the  purposes  at  such  uses: 

Information  in  these  records  may  be  communicated  to  the 
Union  pursuant  to  the  grievance  procedure. 

These  reccmls  may  be  reviewed  b>'  the  Civil  Service 
Commission  or  used  in  reporting  to  the  Civil  Sorice 
Commission  on  labor-management  relatkms  activity. 

Records  may  be  disclosed  to  a  Hearings  Examiner  from 
outside  the  Agency,  purusant  to  established  ixocedures. 
Storage:  Records  are  maintained  in  file  ftdders. 

Retrievability:  Records  are  indexed  by  name  oi  the  employee  fil¬ 
ing  the  grievance  or  appeal. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  offk^  duties  require  such  access.  Personnel 
screening  is  emidoyed  to  prevent  unauthorized  disclosure. 

Rcicntioa  and  disposal:  Records  are  retained  indefinitdy. 

System  niaiiager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors.  See  Aj^ndix  A  for  addresses. 

Notttcatloa  procedure:  An  individual  may  inquire  as  to  whether 
die  system  contams  a'  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
Regioiial  Director  for  Regional  Office  records 
District  Director  for  District  Office  records 
The  addresses  of  these  offices  are  contained  in  Ai^iendix  A. 
Rce^  aoccas  procedures;  In  re^ionse  to  a  request  by  an  in¬ 
dividual  to  detomine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  R^jonal  Director  or 
District  Director  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  adrised. 

Coolesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paiagnqiih,  stating  the 
reasons  for  contesting  it  and  the  pixgxised  amendment  to  the  infor¬ 
mation  sought. 

.  Record  source  csScgorics:  Individual  who  files  grievance  or  ap¬ 
peal,  other  employees.  Union,  Personnd  and  engiloyment  records. 


SBA190 

Bystem  nsnie:  Ihnricane  Agnes  Disaster  Hies— SBA190 
System  location;  Philaddphia  R^cmal  Office,  Harrisburg  Branch 
Office  and  >Hlkes-Baiie  Branch  Office  of  SBA.  See  .^ipendix  A 
for  addresses. 

Culegortrs  of  indhridmds  covered  by  die  syatam:  Rec^ients  and 
applkants  of  SBA  Disaster  Home  Loans,  recquents  d  Pennsyl¬ 
vania  State  grants. 

Cutegocks  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  loans  aiqdied  for  and/or  issued  during 
the  Hurricane  Agnes  disaster  of  June  1972.  These  recewds  include: 

Detafled  analysis  of  every  SBA  disaster  loan  over 
S0,000  approved  in  the  Ftifladdphia  Region  during  the  Hurricane 
Agnes  disaster  of  June  1972, 

list  of  individuals  receiving  State  grants. 

List  of  Mobile  Home  Loans  fully  fo^ven. 

List  of  borrowers  scheduled  for  liquidation  and  other 
information  needed  to  determine  eligibility  of  a  borrower  for 
additioaal  funds. 

Active  disaster  accounts  containing  U.S.  Court  Order  for 
Restitutioo  t6r  misuse  of  loan  proceeds. 

Autharity  for  maintcmniGe  of  the  ayatan:  5  U.S.C.  301,  44  U.S.C. 
3101,  13  U.S.C.  634(bX6). 

Routine  uses  of  reoacds  matntainpd  in  the  qntem,  tnclndtrig  catego¬ 
ries  of  users  rod  die  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  these  reca^  may  be  used: 

In  the  event  that  a  system  of  records  maintained  by  tins 
Agency  to  carry  out  its  function  indicates  a  vkdation  or 
potential  vkdatkm  of  law,  whether  civil,  criminal  or 
r^palatory  in  nature,'rod  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulatkm,  rule  or  order 
issued  pursuant  thereto,  the  relevant  recmxls  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  <»'  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforc^  or 
implementing  the  Statute  rule,  r^^vJation  or  order  issued 
pursuant  thereto. 

To  request  infmmation  from  a  Federal,  State,  or  local  agency 
maintaining  civil,  criminal  or  other  information  rdevant  to 
determining  an  Applicant’s  suitability  for  a  loan. 

Storage:  Records  are  indexed  by  rec^ient’s  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  offidal  duties  require  such  access.  Personnel 
screening  is  enqdoyed  to  prevent  unauthorized  disclosure. 

Retendon  and  iBqposal;  Rec<xds  are  maintained  indefinitely . 

System  niaiiager(s)  and  address:  Regkmal  Director,  Branch 
Managers.  See  .^ppendix  A  fw  addresses. 

Nodficathm  procedure:  An  individual  may  inquire  as  to  whetter 
the  system  ermtains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  w  in  writing  to:  - 

Regional  Director  for  Regional  Office  records 
Branch  Manager  for  Branch  Office  records 
The  addresses  ai  these  offices  are  contained  in  Appendix  A. 
Record  access  procedures:  In  respmise  to  a  request  by  an  in¬ 
dividual  to  detennine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director  or  Branch  Manager  will  set 
forth  the  procedures  for  g?»ining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures;  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  irfficial  Ibted  in  the  above  paragraph,  stating  the 
reasons  for  contesting  h  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Loan  Case  Hies,  Department  of  Community  Affairs  (State  of  Pa.), 
United  States  Probation  Officer,  United  States  Clerk  of  Courts, 
Agency  employees. 

SBA195 

System  name:  Inquiries  and  Correspondence — SBA19S 
System  location:  Central,  District  and  Branch  Offices  of  .the  SBA. 
See  .^ipeiidix  A  for  addresses. 

ratmiwiia  of  individaals  covered  by  the  system:  Individuals  w4io 
have  inquired  oi,  or  corresponded  with,  t^  Small  Business  Ad¬ 
ministration,  or  have  been  the  subject  of  such  inquiry. 
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Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  iMormation  relating  to  correspondence  and  inquiries  which 
are  filed  by  the  inquirer’s  name,  and  are  not  filed  chronologically. 
Included  in  these  records  are  inquiries  from  members  of-  Congress, 
borrowers  and  applicants,  and  interested  members  of  the  public  and 
news  media.  Also  included  in  this  system  is  information  relating  to 
Disaster  Home  Loan  borrowers  and  ^plicants,  and  SBA  en>- 
ployees  who  have  been  the  subject  of  an  inquiry,  where  such  infm*- 
mation  is  filed  by  the  individual’s  name  and  not  chronologicafly. 

Authority  for  mrintenance  of  the  system:  S  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego* 
rks  of  users  and  the  purposes  of  such  uses:  Ihese  reccHds  a^  infor¬ 
mation  in  the  records  may  be  used: 

To  respond  to  a  request  from  a  member  of  Congress  regarding 
the  status  of  a  loan  or  application  for  a  loan. 

To  provide  information  to  the  public  on  an  approved  loan. 

Such  information  is  limited  to  die  name  and  address  of  the 
recipient,  term  and  rate  of  the  loan  and  the  apportioned 
amount  of  the  loan  for  real  or  personal  prt^ierty  loss. 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  iri  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regu^tion,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,,  whether  Federal,  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violatmn,  or  charged  with  enforcing  or 
implementing  the  statute  or  riile,  regulation  or  order  issued 
pursuant  thereto. 

To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  the  Agency. 

To  provide  information  or  disclose  to  State  and  Federal 
agencies,  in  response  to  their  requests,  in  connection  with 
the  issuance  of  a  grant,  loan,  or  other  benefit  by  the 
requesting  agency  to  the  extent  that  the  information  is 
relevant  and  necessary  to  the  requesting  agency’s  decision 
on  the  matter. 

Storage:  These  records  are  maintained  in  file  folders,  on  magnetic 
tape,  and  index  cards. 

RetrfevabilHy:  These  records  are  indexed  by  individual’s  name. 

Safeguards:  Access  to  and  use  of  these  records  axe  limited  to 
those  persons  whose  official  duties  require  such  access.  Persormel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

’  Retention  and  disposal:  These  records  are  retained  for  no  n»re 
than  three  years  artd  then  disposed  of. 

System  manager(s)  and  address:  Privacy  Act  Officer,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records  ^ 

T>istrict  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised.  > 

Contesting  reemrd  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragit^h,  suiting  jthe 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Agency  personnel,  case  files.  Congressional  corrcpondence. 
General  Accounting  Office. 

SBA  205 

System  ztome:  Legal  Work  Files  on  Personnel  Problems — SBA205 

System  locatiiMi:  SBA  Central  See  .^>pendix  A  for  address. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 


Categories  of  records  in  tiie  system:  These  work  files  include 
opinions,  advice,  transcripts,  witness  statements,  etc.  maintained 
by  the  General  Counsd’s  Office  on  porsonnel  cases. 

Authority  for  maintenance  of  the  system:  15  U.S.C.  634(bK6);  S 
U.S.C.  301. 

Routine  uses  of  reouds  maintahifd  fai  the  qrstem,  including  catho¬ 
lics  of  users  and  the  purposes  of  such  uses:  For  internal  agency  use 
only. 

Storage:  Reccads  kept  in  file  fdders  which  are  stored  in  file 
cabinets.  . 

RetrievaMlityt'  Records  indexed  by  employee’s  name. , 

Safeguards:  Access  limited  to  those  employees  in  General  Coun¬ 
sel’s  Office  involved  in  these  cases. 

Retention  and  disposal:  These  work  files  are  kept  indefinitely. 
System  managerfs)  and  address:  Privacy  Act  Officer.  See  .^pen- 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  reemrd  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer. 

The  address  of  this  office  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  cemtains  a  record  pertain¬ 
ing  to  him  OT  her,  the  Privacy  Act  Officer  will  set  for^  the 
procedures  fm-  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  ot  she  win  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  c<mtest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  fw  contesting  it  and  the  ivoposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Office  of  Personnel,  Third  party  wit¬ 
nesses. 

SBA210 

System  name:  Lessees  of  FederaUy  Owned  Land  on  Rivers  in  D- 
linois — SBA210 

System  location:  Springfield,  Illinois  Branch  Office.  See  Appendix 
A  for  address. 

Categories  of  individuals  covered  by  the  qrstem:  Leesees  of 
.  Federal  owned  land  <mi  rivers  in  Illinois. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  i^ormation  as  to  whether  these  iiKlividuals  did  or  did  not  ob¬ 
tain  SBA  loans  during  the  1973  Federally  declared  flood  disaster. 

Authority  for  maintenance  of  the  ^stem:  5  U.S.C.  301,  IS  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  Agency  use 
only. 

Storage:  These  records  are  maintained  in  a  file  fedder. 
Rctrievabttity:  These  records  are  indexed  by  lessee  name  as  well 
as  a  cross-referenced  lot  munber. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Persormel 
screening  is  ^ployed  to  prevent  unauthorized  disclosure. 

System  maiwger(s)  and  address:  Branch  Manager.  See  Appendix 
A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  cemtains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Branch  Manager  in  Spring- 
field,  m. 

The  address  of  this  office  is  contained  in  Appendix  A. 

Record  access  prooedvra:  In  response  to  a  request  by  an  in¬ 
dividual  to  detemunq  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Branch  Manager  will  set  forth  the  procedures 
for  gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  systein  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  tire  proposed  amendnrent  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Departinent  of  the  Army,  Corps  of  En¬ 
gineers. 
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^  SIIA220 

Spttm  Maw:  Litii^tion  and  Chunw  I^e — SBA220 
Syaltni  location;  Central  Office,  Regional,  District  and  Branch 
Offices,  and  Federal  Records  Centers.  See  A|^)endix  A  for  SBA 
addreiaes  and  Appendix  B  f<Mr  FRC  addresses. 

Categories  vt  inttvldnals  covered  the  ayetew  AH  Disaster 
Home  Loan  recipients  and  other  individuals  vriw  are  parties  to 
lawsuits  or  clainas  involving  the  SBA. 

Categories  of  records  In  the  syatcsn:  This  system  reconb  con¬ 
tains  i^mmatioo  relati^  to  recqHents  vdio  have  been  classified  as 
“in  litigation’’  and  all  inAvkhiab  inv<Hved  in  daims  asserted  by  or 
against  the  Agency.  These  records  include,  wlierever  m>plicaUe:  af¬ 
fidavits,  briefs,  pleadings,  depositions  and  intern^toiies,  summa¬ 
ries  of  loan  status  with  entries  ai  progress  of  htij^tioo,  oianions, 
copies  of  Departement  Justice  papers  concerning  loan  cases  in 
liti^tion,  sununary  foreclosures,  chattel  lien  searches,  requests  and 
answers  under  disclosure  of  information,  modifications  of  loan 
terms  and  conditioos,  recqnents’  attorneys’  names,  amount  of  lia¬ 
bility,  narrative  rq;>att  oi  actual  and  contingent  lidalities  and  re¬ 
lated  correspondence. 

Aathoiiljr  ier  nalBSenaBoe  of  the  qrstem:  S  U.S.C.  301,  IS  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Reuttac  nscs  of  records  matafalnrrt  in  the  ayriem,  tnrlnfhng  catego* 
rks  of  users  and  the  parposes  of  such  uses:  Inese  records  and  infor¬ 
mation  in  the  records  may  be  used: 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  vkdatkm  (ti  law,  vdiether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  rdevant  reccads  in  the  system 
of  records  may  be  refened,  as  a  routine  use,  to  the 
^propriate  agency,  whether  Federal,  State,  local  or  foreign, 
clMTged  with  the  responsibility  of  investigation  or 
prosecution  of  such  vkdatkm,  or  charged  with  enforcing  or 
implementing  the  statute,  or  rule,  r^iidatioa  or  order  issued 
pursuant  thereto. 

In  the  course  of  presenting  evidence  to  a  court,  magistrate  ot  ad¬ 
ministrative  tribunal,  including  disclosures  to  <qn>osii|g  counsel  in 
the  course  or  settlement  n^otiations. 

Storage:  These  records  are  maintained  in  file  fdders,  binders  and 
index  cards. 

RctrievabOlty:  These  reemds  are  indexed  by  the  name  of 
recipient  and  claimant. 

Sriegaards:  Access  to  and  use  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retcniloa  and  dfaposal:  The  litigation  records  are  maintained  by 
the  Central  Records  Section  f<v  one  year  after  the  litigation  action 
has  been  comi^ted  and  mariwd  “closed’’.  At  that  time  smne 
records  may  ^  transfmrred  to  the  Loan  Case  File  whfle  the 
remainder  are  destroyed.  Records  of  claims  and  Disclosures  ai  In¬ 
formation  are  maintained  indefinitely  and  Actual  and  Contingent 
Liabilities  Reports  are  maintained  until  the  case  is  reserved,  then 
forwarded  to  a  Federal  Records  Center  wduch  disposes  ot  them  ac¬ 
cording  to  a  GSA  schedule. 

Sjrstani  maaagnfs)  and  address:  Privacy  Act  Officer,  Rqijonal 
Directors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

Notification  procedure;  An  individual  may  inquire  as  to  whet^ 
the  system  contains  a  rec<»d  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
Regional  Director  for  Rqponal  Office  records 
Dutrict  Director  for  District  Office  records 
Branch  Manager  for  Branch  Officer  records. 

The  addresses  of  these  offlees  are  contained  in  Appendix  A. 
Record  atews  procednros;  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  perta^ 
tng  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  thosc  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  wiD  be  so  advised. 

Contaaliiv  record  procedures:  Individuak  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  peragnq;>h,  stating  the 


reasons  for  contesting  it  and  the  profMMed  amendment  to  die  infor- 
matkm  sought. 

Record  aoune  cMegories;  Individual  to  whom  the  record  pertains. 
Agency  persmmd,  Departmrot  of  Justice,  interviews  and  cor¬ 
respondence  with  individuals  outside  of  tlw  Agency,  bahknqdcy 
notices,  court  records,  title  oonqianies,  and  Loan  Case  Files. 

Systems  rawniited  bum  certain  provisions  of  the  act:  Pursuant  to  S 
U.S.C.  SS2a  (kX2)  and  (kX5),  aD  investigatory  material  in  the  record 
compiled  fm*  law  enforcement  purposes  or  for  the  purpose  (rf  deter¬ 
mining  suitability,  digibility,  or  qualifications  for  Federal  civdian 
enqiloyment.  Federal  contracts,  or  access  to  classified  infeamation 
is  exempt  from  the  notification,  access,  and  contest  requireinents 
(under  5  U.S.C.  SS2a  (cX3),  (d),  (eXD,  (eX4XG),  (H),  and  (I),  and 
(f))  of  die  Agency  regulations.  Tlus  exemptkm  is  necessary  in  order 
for  the  Agency  l^gal  staff  to  properly  perfemn  its  functions. 

SBA225 

^stam  nme:  Loan  Accounting — SBA22S 
System  location;  (Central  Office  of  the  SBA.  See  Afqieadix  A  for 
address. 

Categories  of  indlvldnals  covered  by  the  system:  Recipientt(of  Dis¬ 
aster  Ihane  Loans. 

Categories  of  records  in  die  system:  This  system  of  records  lists 
information  neenuary  for  proper  accounting  of  Disaster  Hcmie 
Loans.  Included  m  these  records  are  transaction  regbters,  listings 
of  st(q>  actions  and  manual  freezes,  listing  of  assets  and  hal^ties, 
and  listings  of  outstanding  hems  in  suspense. 

Authority  lor  mahilensnoe  of  the  system:  S  U.S.C.  301,  15  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Rondne  uses  of  records  maintained  in  dw  system,  indnding  catego¬ 
ries  of  users  and  the  parposes  of  sodi  uses:  Internal  use  only. 

Storage:  Records  are  maintained  in  file  f<Mers  and  binders. 
Retrievability:  Records  are  indexed  by  loan  number. 

SMegumds'  Access  to  and  use  of  these  recfnds  are  limited  to  Ac¬ 
counting  Operations  Division  personnel.  Personnd  screening  is  em¬ 
ployed  to  prevent  unauthmized  disclosure. 

Retention  and  diqposal:  Reccaxls  are  retained  ind^initriy. 

System  managerfs)  and  address:  Privacy  Act  Officer.  See  .^ipen- 
dix  A  for  address. 

NodBcatiari  procedure:  An  individual  may  inquire  as  to  whetlwr 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  IViVacy  Act  Officer.  The  ad¬ 
dress  of  this  ciGcc  u  contained  in  .^ipendix  A. 

Record  aoceas  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  cemtains  a  rec<xd  pertain¬ 
ing  to  Mm  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Conlestiag  record  procedures:  Individuals  desiring  to  contest  or 
amend  infonnafitm  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought  ' 

Record  source  csiegoricg;  Individual  to  Miom  record  pertains. 
Agency  enqdoyees.  Loan  Case  Kle.  r 

SBA230 

System  neme:  Loan  Activity  RqxMts — SBA230 
System  locsriou;  District,  Branch  and  R^kmal  Offices  of  die 
Small  Business  Administration.  For  addresses,  see  Appendix  A. 

Cetegorfce  of  indhrlduais  covered  by  the  ^alcm:  Applicants  for 
and  recqneats'of  Disaster  IRxne  Loans. 

Criegoriri  of  records  hi  the  ryriem:  This  system  of  records  con¬ 
tains  iMonnation  relating  to  a  Disaster  Hcmie  Loan.  Included  in  this 
system  are  lists  of  loan  approvals,  lists  of  loans  dedined,  lists  of 
loans  canMOed,  lists  of  bank  officers,  SCORE/ACE  volunteers  and 
Advisory  Coundl  members  receiving  loan  approval  lists,  lists  of 
loans  in  servicing,  lists  of  loans  pendmg,  lists  d  borrowers’  Federal 
tax  status,  lists  of  undisbursed  apfxoved  loans,'  lists  of  loans  matur¬ 
ing,  and  lists  of  disbursed  loans.  Lists  of  aiqjroved  loans  contain  in¬ 
formation  rdating  to  the  amount  of  a  loan,  the  term  and  rate. 

Authority  lor  malwtroeucc  of  the  system:  S  U.S.C.  301,  IS  U.S.C. 
634(bX6).  44  U.S.C.  3101. 

Routine  uses  of  records  matnUdord  In  the  qrstem,  incliiding  catego¬ 
ries  of  asm  and  dw  purpoaes  of  audi  uaes:  Loan  activity  reports  are 
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for  internal  use,  with  the  exception  loan  approval  lists.  Informa¬ 
tion  contained  in  a  loan  ^^roval  list  may  be  u^: 

To  respond  to  a  request  from  a  member  of  Congress  r^arding 
the  status  of  a  loan. 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  >^ether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule,  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local,  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
implementing  the  statute  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  this  Agency. 

To  provide  the  Internal  Revenue  Service  with  access  to  an 
individual’s  records  for  an  official  audit  to  the  extent  that 
the  information  is  relevant  and  necessary  to  the  IRS’ 

'  function. 

To  provide  information  to  the  public  on  an  approved  loan. 

Such  information  is  limited  to  the  name  and  address  of  the 
recipient,  term  and  rate  of  the  loan  and  the  apportioned 
amount  of  the  loan  for  real  or  personal  property  loss. 

Storage:  These  records  are  maintained  in  file  folders,  binders  and 
index  cards. 

Retiicvabilhy:  Records  are  indexed  by  applicant  and  recipient 
name  as  well  as,  for  approved  loans,  the  loan  number. 

Safeguards:  Access  to  and  use  of  these  reccnrds  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  in  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  maintained  indefinitely. 

System  nianager(s)  and  address:  Regional  Directors,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director,  District  Director  or 
Branch  Manager  wOl  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  propose^  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Agency  employees.  Loan  Case  File,  and  Loan  Master  Files.  - 

SBA235 

System  name:  Loan  Case  File — SBA23S 

System  location:  All  District  and  Branch  Offices  and  some  Re¬ 
gional  Offices  of  the  Small  Business  Administration  and  in  Federal 
Record  Centers.  See  Appendix  A  for  SBA  addresses  and  Appendix 
B  for  FRC  addresses. 

Categories  of  individuals  covered  by  the  system:  Applicants  and 
recipients  of  disaster  home  loans. 

Categories  of  reemds  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  an  individual  who  has  applied  for,  mr  is 
receiving  a  disaster  home  loan  from  the  time  of  the  individual’s  ap¬ 
plication  until  the  date  of  payment  in  full  or  charge-off  if  approved; 
or  until  the  date  of  an  official  denial  if  declined.  These  records  in¬ 
clude: 

Loan  applications  and  supporting  documents 
Person^  history  and  financial  staterrtents 
Credit  information 
Investigative  reports 
Appraisers’  reports 


Correspondence  and  recommendations  oi  responsiUe  SBA 
t^icial  including  tq^xoval  authorizations 
Disbursement  amount,  term  and  rate 
HisUnyr  of  repayments 
Collateral  and  UCC  filings 
Collection  and  liquidatiem  activities 
Rdated  correspondence  . 

Settlements  and  cmripromises 
Participating  banks 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  qvtem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Ihese  records  and  infor¬ 
mation  in  the  recmxls  may  be  used: 

To  respond  to  a  request  from  a  member  of  Congress  regarding 
the  status  of  an  application  or  loan.  "" 

To  provide  infmmation  to  the  public  on  an  approved  loan. 

Such  information  is  limited  to  the  name  and  address  of  the 
recipient,  term  and  rate  of  the  loan,  and  the  apportioned 
amount  of  the  loan  for  real  or  personal  property  loss. 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  vitiation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
ch^ed  with  the  responsibility  of  investigating  or 
prosecuting  such  violation  or  charged  with  enforcing  or 
implementing  the  statute,  qr  rule,  regulation  or  order  issued 
pursuant  thereto. 

To  request  information  from  a  Federal,  State  or  local  agency 
or  a  private  credit  agency  maintaining  civil,  criminal  or  other 
information  relevant  to  determining  an  applicant’s  suitability 
for  a  loan. 

To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  this  Agency. 

To  provide  information  or  disclose  to  State  and  Federal 
agencies,  in  response  to  their  requests,  in  connection  with 
the  issuance  of  a  grant,  loan,  or  other  benefit  by  the 
requesting  agency  to  the  extent  that  the  information  is 
relevant  and  necessary  to  the  requesting  agency’s  decision 
on  the  matter. 

To  provide  the  Internal  Revenue  Service,  in  response  to  its 
request,  with  access  to  an  individual’s  records  for  an  official 
au^t  to  the  extent  that  the  infcNmation  is  relevant  and 
necessary  to  the  IRS’  function. 

A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court, 
magistrate  or  administrative  tribunal,  including  disclosures  to 
opposing  counsel  in  the  course  of  such  proceedings  or  in 
settlement  negotiations. 

Storage:  These  records  are  maintained  in  file  folders,  binders, 
and  index  cards. 

Retrievabillty:  These  records  are  indexed  by  applicant  and 
recipient  name  as  well  as  a  cross-referenced  loan  numl^. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  on  ai^roved  loans  are  retained 
for  two  years  after  the  loan  is  paid  or  chaiged-off  and  then  for¬ 
warded  to  a  Federal  Records  Center  where  they  are  destroyed  four 
years  later.  Records  on  withdrawn,  declined  or  cancelled  applica¬ 
tions  are  retained  for  two  years  after  notification  of  final  action  and 
are  then  destroyed. 

System  manager(s)  and  address:  Regional  Directors,  District 
Dirrctors  and  Branch  Mnagers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

R^onal  Director  for  Regional  Office  records 

District  Director  for  District  Office  recrntls 

Branch  Manager  for  Branch  Office  teemds 

The  addresses  of  these  offices  are  contained  in  Aiq)endix  A. 

Record  access  procedures:  In  response  to-a  request  by  an  in- 
dividu^  to  determine  whether  the  system  contains  a  record  pertain- 
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ing  to  him  or  her,  the  R^ooal  Director,  District  Director  or 
Branch  Manager  will  set  f<nth  the  procedures  for  gninmg  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  win 
be  so  advised. 

Conlcsting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  thnr 
request  to  the  rrfficial  Usted  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  pr(^)Osed  amendment  to  the  udor- 
nution  sou^t. 

Record  source  categories:  Individual  to  xshom  the  record  pertains. 
Agency  employees,  financial  institution  reporte,  law  enf<»cement 
agencies,  arid  Fede^  Disaster  Assistance  Admiiiistration. 

SBA240 

Sjrataas  nauw:  Loan  Closings— SB A240 

System  locatioa:  District  and  Branch  Offices  of  the  SBA.  See  Ap¬ 
pendix  A  for  address. 

Categories  of  IndIvidHals  covered  hy  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  hi  the  qrstem:  This  system  of  records  lists 
closing  information  relating  to  Disaster  Home  Loans.  Included  in 
these  records  are  closing  repeats,  disbursement  status  of  loan  ac¬ 
count,  expiration  of  disbursemrot  periods,  aiul  other  recends  of 
disbu^ment. 

Airtbority  for  -»«*■***««”«•*  of  the  system:  5  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routhte  uses  of  records  maintained  in  the  qrstem,  inrhiding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  use  only. 

Storage:  These  recemis  are  maintained  in  file  folders,  bmders, 
and  index  cards. 

Retrievabillty:  These  records  are  indexed  by  recipient  name. 
Safeguards:  Access  to  and  use  of  these  recends  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauttorized  disclosure. 

Retcuthm  and  disposal:  Files  are  retained  indefinitely. 

System  manager(s)  and  address:  Dbtrict  Directors,  Branch 
Managers.  See  Appendix  A  for  addresses. 

Notificatioa  procedure:  An  individual  may  inquire  as  to  vtdiether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

District  Director  for  District  Office  records 
Bnmch  Manage^for  Branch  Office  records 
The  addresses  of  these  offices  are  contained  in  Aiq>endix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Dire^r  or  Branch  Manager  will  set 
forth  the  procedures  f<x  gaining  access  to  these  reonds.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contestiag  record  procedures:  Individuals  desiring  to  contest  ot 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  ansendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Agency  employees.  Loan  Case  File. 

S»A245 

System  name:  Loans  in  Liquidation,  Chaiged-Off .  or  Paid-in- 
Foil— SBA245 

System  locatiim:  Central  Office,  District  and  Branch  Offices  of 
the  SBA  and  Federal  Records  Caters.  See  .^qwndix  A  for  SBA 
addresses  and  Appendix  B  fw  FRC  addresses. 

Categorits  of  iudfviduals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  in  the  qfstem:  This  system  of  records  con¬ 
tains  inf<Hnmation  relating  to  Disaster  Home  Loans  that  have  been 
placed  in  liquidation  status  or  have  been  chaiged-off.  These  records 
include  information  on  finances  of  borrowers,  disposition  of  od- 
lateral,  how  recoveries  are  iqqilied,  comments  relative  to  liquidation 
status,  and  date  of  final  riiaige-ofi. 

Authority  for  unlutaaaDoe  of  the  qrotem:  5  U.S.C.  301,  15  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routhm  uom  ef  records  mateteined  ha  the  categn- 

^rias  of  uteri  and  the  purposes  of  ouch  uoco:  These  records  and  infor¬ 
mation  in  the  records  may  be  used: 


To  provide  data  to  the  Goieral  Accoimting  Office  f periodic 
reviews  oi  this.Agency.  ' 

To  provide  Ae  Internal  Revalue  Service,  in  response  to  its 
request,  with  access  to  an  individual’s  records  for  an  official 
au^  to  the  extent  thid  the  inf onnation  is  relevant  and 
necessary  to  the  IRS’  function. 

In  the  event  court  action  arises  fixxn  loan  c<^ection  activities, 
a  record  from  fins  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  file  course  of  presenting  evidence  to  a  court, 
magistrate  or  administrative  tribunal,  including  disclosures  to 
oroosing  counsri  in  the  course  w  settlement  negotiations. 

In  uw  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  frinctkm  indicates  a  vkdiuion  or 
potential  vkdation  of  law,  whether  civil,  criminal  (n- 
r^ulatmy  in  nature,  and  iriiether  arising  by  general  statute 
or  particular  program  statute,  or  by  regidatioa,  rule  or  order 
y  issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appitqiriate  agency,  iriiefiier  Fedoal,  State,  local  or  foreign, 
charg^  with  the  responsibility  of  investigation  or 
prosecution  of  such  vkdatkm  or  charged  with  enforcing  or 
implementing  the  statute  rule,  r^:ulation  or  order  issued 
pursuant  thereto. 

Storage:  These  records  are  maintained  in  file  folders,  index 
cards,  and  magnetic  tape. 

Rctrievability:  These  records  are  indexed  by  recipient  name  as 
well  as  a  cross-referenced  loan  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persems  vriiose  official  duties  require  such  access.  Personnel 
screening  is  emidoyed  to  prevent  unauthorized  disclosure. 

Retenthn  and  disposal:  Records  on  a  loan  in  liquidation  are 
retained  by  the  SBA  for  three  years  after  the  case  is  closed.  Except 
for  those  cases  on  ^riiich  subsequent  ccdlection  efforts  have  been 
made  within  three  years  from  the  date  of  closing,  the  records  are 
then  transferred  to  a  Federal  Records  Center,  which  will  dispose  of 
the  records  after  four  years. 

System  nianager(s)  and  address:  Privacy  Act  Officer,  District 
Directors,  Branch  Managers.  See  .^^ndix  A  fcH*  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  ctmtains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

IVivacy  Act  Officer  for  Central  Office  records 
District  DirecUnr  fen*  District  Office  lecmds 
Branch  Manager  for  Branch  Office  records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 
Record  access  promdures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determiiie  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Rivacy  Act  Officer,  Ustrict  Director  or 
Branch  Manager  win  set  forth  the  imx:edures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  wfll 
be  so  advised. 

Contesfirig  record  prooeihires:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  shotdd  direct  their 
request  to  the  official  listed  in  the  above  paragriq;>h,  stating  the 
reasons  fen-  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  cstegortes:  Individual  to  whom  the  record  pertains. 
Agency  eng^yees,  financial  institution  reports,  creditors  of  the  in¬ 
dividual,  auctioneers,  U.S.  Attorney,  SBA  Odlateral  File,  SBA 
Loan  Case  File. 

SBA250 

System  name:  Loan  Master  I^les — SBA2S0 
System  locatioa:  Central  Office  of  Small  Business  Administration. 
See  Appendix  A  far  the  address. 

Categories  at  hattviduab  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Ifome  Loans. 

Categories  of  reoordi  In  the  systenu  This  system  of  records  con¬ 
tains  infexmation  relating  to  an  individual  >riio  has  received  an  SBA 
Disaster  Hook  Loan.  Included  in  these  records  are:  {g>proval, 
disbursement,  delinquency  and  bonk  paitk^tion  dsda,  modifica- 
tkms  of  loans,  litigation  data,  and  niinoiity  c(^. 

Authority  lor  maintenaoce  of  file  ^yetem:  5  U.S.C.  301,  IS  U.S.C. 
634(bXQ.  44  U.S.C.  3101. 

'  RnwHnr  uses  of  recorde  maintained  In  the  eyelem,  hielmHng  cteego- 
lies  of  users  and  the  puivooea  of  such  uses:  llieae  reccxrds  and  infor- 
matiaa  m  these  reoo^  may  be  used: 
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To  respond  to  a  request  from  a  member  of  Congress  regarding 
the  status  at  a  loan. 

A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  cf  inesenting  evidence  to  a  court, 
magistrate  or  administrative  tribunal,  including  disclosures  to 
opposing  counsel  in  the  course  of  such  i^oceedings  or  in 
setUement  negotiations. 

In.  the  event  that  a  system  of  rectH'ds  maintained  by  this 
agency  to  carry  out  its  funciton  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule,  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local,  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
implementing  the  statute  or  rule,  regidation  or  order  issued 
pursuant  thereto. 

To  provide  information  or  disclose  to  State  and  Federal 
agencies,  in  response  to  their  requests,  in  connection  with 
the  issuance  of  a  grant,  loan  or  benefit  by  the  requesting 
agency,  or  in  connection  with  a  review  or  audit  by  the  other 
^ency.  Disclosure  will  be  made  only  to  the  extent  that  the 
information  is  relevant  and  necessary  to  the  requesting 
agencies’  functions. 

Storage:  These  records  are  maintained  on  microfilm,  magnetic 
tape,  magnetic  disc,  and  in  file  cabinets. 

Rctrkvabtttty:  These  records  are  indexed  by  loan  munber. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Persoimel 
screening  is  employed  to  prevent  unauttorized  disclosure. 

Retention  and  disposal:  Files  are  maintained  indefinitely. 

System  nianager(s)  and  address:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer.  The  ad¬ 
dress  of  this  office  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Loan  Case  File,  individual  to  vdiom 
record  pertains.  Agency  employees. 

SBA255 

System  name:  Management  Assistance  Resource  FBes — SBA2S5 

System  location:  Central  Office,  Regional  Offices,  District  Of¬ 
fices,  and  Branch  Offices  of  the  SBA.  See  Appendix  A  fa-  ad¬ 
dresses. 

Categories  of  individuals  covered  by  the  system:  SCORE/ACE 
volunteers,  persons  who  borrow  Management  Assistance  training 
materials.  Small  Business  Institute  coordinatcvs,  and  other  in¬ 
dividuals  who  are  potential  speakers,  counselors  or  authors  and 
reviewers  for  Management  Assistance. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  individuals  hst^  in  the  above  para¬ 
graph.  These  records  include  biographical  sketches  of  volunteers, 
correspondence,  copies  of  travel  vouchers,  files  of  acconq;>]ish- 
ments,  ctpies  of  cmmseling  reports,  occasional  evaluations  of  in¬ 
dividual  vcdunteers,  publications  authored,  news  releases  and 
clippings. 

Aothorlty  for  maintenanfe  of  the  system:  S  U.S.C.  301,  15  U.S.C. 
634(bK6).  44  U.S.C.  3101. 

Routioe  uses  of  records  maintained  in  tiw  system,  indnding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infm*- 
mation  in  the  records  may  be  used: 

To  provide  SCORE/ ACE  vtdunteers  with  information  about  an 
individual  SCORE  <x  ACE  vcdunteer. 


To  iMovide  university  coordinators  with  infcnmatuni  about 
potential  speakers  at  management  training  sesskms. 

Storage:  These  recmids  are  maintained  in  file  folders,  binders, 
and  index  cards. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  Agency  personnel  and  vcdunteers  whose  duties  require  such 
access.  Personnel  screening  is  enq>1oyed  to  prevent  unauthorized 
disclosure. 

Retention  and  disposal:  Reccards  are  retained,  in  the  case  of 
SCORE  volunteers,  for  three  years  either  after  a  vtdunteer 
withdraws  or  has  his  name  removed  from  active  partic^tion,  and 
are  then  destroyed.  For  all  others,  files  are  retained  indefinitely. 

System  mimagerfs)  and  address:  Privacy  Act  Officer,  Regional 
Dirrotors,  District  Directia^,  Branch  Managers.  See  Appendix  A 
for  addresses.  ^ 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  ot  in  writing  to: 

Privacy  Act  Officer  for  Central  Ctffice  records 
R^onal  Directin'  for  R^onal  Office  records 
District  Directin  for  District  Office  records 
Branch  Manager  f<n  Branch  Office  recmds 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 
Record  access  inocedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  detennine  ^rilether  the  system  contains  a  record  peiZain- 
ing  to  him  or  her,  the  Privacy  Act  Ctfficer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Marrager  will  set  forth  the  procedures  fen 
gaining  access  to  these  recends.  If  there  is  no  record  of  the  in- 
^vidual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragnqrh,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  wlmm  the  rectnd  pertains. 
Agency  employees,  members  of  SCORE  or  ACE,  news  media,  edu¬ 
cators  and  umversities,  professional  organizations,  civic  organiza¬ 
tions. 

SBA260 

System  name:  Minority  Groups — SBA260 
System  location:  Central  Office  and  the  IMstiiot  Offices  in  New 
Orleans,  Sioux  Falls  and  San  Diego.  See  Appendix  A  for  the  ad¬ 
dresses. 

Categories  of  individuals  covered  by  the  system:  Officers  and 
membm  of  minority  organizations  arud  minority  govemrrrent  and 
civic  leaders. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  iMormation  on  individual’s  affiliated  wiA  various  mirKMity  ac¬ 
tivities.  Included  within  this  system  are  membership  lists  of: 

Indian  tribes  in  South  Dakota,  the  Mexican-American 
Federation  of  San  Di^o  County,  the  Union  of  Pan  Asian 
Conununities  of  San  IXego  County,  Black  Mayors  of 
Louisiana  and  other  community  organizations.  The 
irtformation  in  this  system  includes: 

Addresses,  telephone  numbers,  news  clippings,  position  in  the 
organization,  investigative  materials  where  applicable  and 
related  correspondoice. 

Authorhy  for  rtudntenance  of  the  system:  S  U.S.C.  301  and  44 
U.S.C.  3101. 

Routine  uses  of  records  maiiitained  far  tiie  system,  fan-imthrig  catego¬ 
ries  of  users  and  tire  purposes  of  such  uses:  For  internal  use  only. 
Storage:  These  records  are  maintained  in  file  folders. 
Retrievaliility:  These  records  are  indexed  by  individual  member 
name. 

Safeguards:  Access  to  and  use  of  these  records  ate  limited  to 
those  perskcms  whose  c^dal  duties  require  such  access.  Persotmel 
screening  is  employed  to  inevent  unauthcHized  disclosure. 

Retention  and  disposal:  These  records’are  retained  indefinitely. 
System  tnanager(s)  and  address:  Privacy  Act  Officer,  District 
Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
,  the  system  cmitains  a  record  pertaming  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  Reemds 
District  Directin'  for  District  Ofike  Records 
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The  addresses  of  these  offices  are  contained  in  Appendix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  reond  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  or  District  DireeUxr  will 
set  forth  the  procedures  for  gaining  access  to  these  records.  If 
there  is  no  record  of  the  indivkhial,  Iw  or  she  will  be  so  advised. 

CoDtesting  record  procedures:  IiKlividuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  sho^d  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought.  . 

Record  source  cateforles:  Individual  to  whom  the  record  pertains. 
Bureau  of  Indian  /dfairs,  Mexican- American  Federation  of  San 
Diego  County,  Union  of  Pan  Asian  Communities  of  San  Diego 
County.  Business  Resource  Center  of  San  Diego,  Urban  League 
Business  Directory,  Agency  persotmel  and  the  news  media. 

SBA26S 

System  name:  Modifications  in  Loan  Accounting — SBA265 
System  location:  Central  Office,  District  and  Branch  Offices  of 
SBA.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  of  records  lists 
information  necessary  to  keep  Loan  Case  Files  up-to-date  with 
changes  of  borrower's  address  or  loan  status,  deferments  and  rejec¬ 
tions  in  payments,  and  other  modifications  as  contained  in  SBA 
Form  327. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  use  only. 

Storage:  These  records  are  maintained  in  file  folders,  binders, 
and  index  cards. 

Retrievability:  Records  are  indexed  by  loan  number  and  name  of 
borrowers. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  for  no  more  than 
two  years,  then  destroyed. 

System  manager(s)  and  address:  Privacy  Act  Officer,  District 
Dilators,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  Mm  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer.  IXstrict  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesdug  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  tlKir 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Agency  Personnel,  Individual  to  whom 
record  pertains.  Loan  Case  File,  Financial  Institutions. 

SBA270 

System  name:  Non-Career  Employees — SBA270 
System  location;  Central  Office,  at  address  listed  in  Appendix  A. 
Categories  of  fauhviduals  covered  by  the  system;  Schedule  C  (Non- 
Career)  employees  or  applicants. 

Categories  of  records  in  the  system:  File  includes  Qearance 
Requests.  Standard  Form  171,  resumes  and  other  background  infor¬ 
mation  on  applicants  for  non-career  positions  with  the  SBA. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 


InfonnMion  in  these  records  is  used  to  respond  to  requests  for 
information  from  die  White  House,  and  to  forward- 
information  to  the  White  House. 

These  records  may  be  examined  by  the  Civil  Service 
Ckunmisskm  or  General  Accminting  Office  in  reviewing  the 
Agency. 

Storage:  Records  are  kept  in  fOe  folders. 

Retrievability:  Retrievable  by  name  of  applicant  or  employee. 
Safeguards:  Records  are  kept  in  locked  filing  cabinet.  Personnel 
screening  is  utilized  to  prevent  unauthorized  use. 

Retention  and  dispasai:  Files  are  kept  current  and  are  discarded 
when  no  longer  needed. 

System  managerfs)  and  address:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer  at  the 
address  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in-  . 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  infcKination  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reason  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought.  * 

Record  source  categories:  Individuals  on  whom  record  is  main¬ 
tained,  White  House. 

SBA275 

System  name:  Notaries  Public — SBA27S 
System  location:  Houston  District  Office,  Fairbanks  Branch  Of¬ 
fice.  For  addresses  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  have  been  designated  to  function  as  Notaries  PubUc. 

Categories  of  records  in  the  system:  This  system  is  a  record  of 
emjdoyees  designated  as  Notaries  Public,  whose  fees  are  paid  by 
the  agency. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  this 
system  may  be  used  to  communicate  with  the  appropriate  agency 
of  a  State  Government  responsible  for  bonding  Notaries  Public. 
Stiarage:  Records  are  maintained  in  fOe  folders.* 

Retrievability:  Records  are  indexed  by  the  name  of  the  employee 
designated  as  a  Notary  Public. 

Safeguards:  Kept  in  file  cabinet. 

Retention  and  disposal:  Indefinite  retention,  or  until  superseded. 
System  manager(s)  and  address:  District  Director,  Branch 
Manager.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

District  Director  for  District  Office  Records 
Branch  Manager  for  Branch  Office  Records 
The  addresses  of  these  offices  are  contained  in 
.^jpendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her.  The  District  Director  or  Branch  Manager  will  set 
fc^  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it.  And  the  proposed  amendment  to  the  in¬ 
formation  sought. 

Record  source  categmies:  Individuals  on  whom  record  is  main¬ 
tained;  purchase  orders  for  fees. 

'  SBA280 

System  name:  Occupational  Injuries — SBA280 
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System  location:  Central,  District,  Regional  and  Branch  Offices 
where  injuries  have  occurred.  See  .^>pendix  A  for  addresses. 

Categories  of  indhriduals  covered  by  the  system:  SBA  employees 
who  have  been  involved  in  an  accident  .or  injured  on  the  job. 

Categories  of  records  in  the  system:  Records  inclhde  report  farms 
oa  accUents  and  injuries,  medical  iep<^,  medical  bQls  and  other 
infmmation  pertinent  to  tte  accident  cm*  injury. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101,  29  U.S.C.  651-78. 

Routine  uses  of  records  maintained  in  the  system,  including  catego- 
rha  users  and  the  purposes  of  sudi  uses: 

Records  in  this  system  are  used  to  rqmrt  accidents  and  injuries 
to  the  Department  of  Labor. 

Records  in  the  system  may  be  used  in  processing  daims  for 
compensation  for  on-the-job  injuries,  by  the  iq;>propriate 
Agency  or  a  court. 

Storage:  Records  are  k^t  in  rile  folders. 

Retrievability:  Records  are  indexed  by  the  name  of  the  employee. 
Safeguards:  Access  tb  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthoriz^  disdosure. 

Retention  and  disposal:  Files  are  retained  indefinitdy. 

System-  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Director,  District  Directors,  Branch  Managers.  Spe  .^q)endix  A  for 
addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system'  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to:  '' 

Privacy  Act  Officer  for  Central  Office  records 
Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  syptem  contains  axemrd  pertam- 
ing  io  him  or  her,  Ute  Privacy  Act  (Xficer,  R^ionai  Director,  Dis¬ 
trict  Director,  or  Branch  Manager  will  set  forth  the  pipcedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  and  the  imiposed  amendment  to  the  informa¬ 
tion  sought. 

Record  source  categories:  Enqdoyee  invedved  in  accident,  wit¬ 
nesses,  other  Agency  personnel. 

SBA285 

System  name:  Official  Travel  Files — SBA28S 
System  location:  Central  Office,  at  address  listed  in  .^;^>endix  A. 
Federal  Records  Centers,  at  addresses  listed  in  Appendix  B. 
Categories  of  faMttvIdnals  covered  by  the  system:  SBA  en^doyees. 
Categories  of  records  in  the  system:  Files  include  Travel  Vouchers 
submitted  by  each  enq>loyee. 

Authority  lor  maintenance  of  ttie  system:  S  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  nudnlained  hi  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  sudi  uses: 

Records  are  reviewed  by  the  General  Accounting  Office  in  the 
course  of  an  audit  of  the  Agency. 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulatory  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system  . 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  fmeign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violatkm,  ot  charged  with  enforcing  or 
imidementing  the  statute,  rule,  regulation  or/order  issued 
pursuant  thereto. 

Storage:  Reemds  are  kept  in  file  folders. 

Retrievability:  Reemds  are  indexed  by  employee  name. 


Stfeguards:  Access  to  and  use  ot  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  utilized  to  prevent  unauthorized  disclosure. 

Retention  and  tfroosal:  Records  are  maintained  for  two  years 
after  the  end  of  a  fiscal  year,  or  until  a  GAO  audit  Reccvxls  are 
then  transferred  to  a  Federal  Records  Center,  where  they  wiD  be 
disposed  of  ten  years  after  the  end  of  the  fiscal  year  in  which  the 
records  were  conquled. 

System  managerCs)  and  address:  IHivacy  Act  Officer.  See  Appea- 
dix  A  for  address. 

Nodficatiao  procedure:  An  individual  may  inquire  as  to  whether 
the  system  cemtains  a  rec<»d  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  wrhittg  to  dm  Mvacy  Act  Officer,  at  the 
address  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contaiiu  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  fc^  the 
procedures  fw  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

.Omlcstlng  record  procedmnes:  Individuals  sirmg  to  contest  or 
amend  information  maintained  in  the  system  should  direct  th^ 
request  to  the  official  listed  in  the  above  paragnph,  stating  the 
reasons  for  emtesting  h  and  the  proposed  amendment  to  the  infor¬ 
mation  sought 

Record  source  categories:  Tkavd  Vouchers  submitted  by  em¬ 
ployees. 

SBA290 

System  name:  Outside  Employment  Ffles — SBA290 
System  location:  Central  Office,  Regional  Offices,  Lubbock  Dis¬ 
trict  Office.  See  Appendix  A  for  addresses. 

Categories  of  fandviduals  covered  by  the  qrstem:  SBA  employees 
who  have  requested  pemussion  to  engage  in  outside  employment. 

Categories  of  records  in  tim  q«tem:  Records  include  requests  for 
outside  enqdo^nent,  correspondence  concerning  such  requests,  and 
notificatimi  ci  Agency  aq^xoval  ot  disapproval  erf  outside  employ¬ 
ment. 

Authority  tor  mainfasiance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  qrstem,  includag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  use  only. 

Storage:  Records  are  kq;>t  in  file  folders. 

Retrlevdrflity:  Recends  are  indexed  by  name  of  employee. 
Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  auxess.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  aue  retained  indefinitdy. 

System  mana|{er(s)  and  addheas:  Privacy  Act  Officer,  Regionid 
DirMUxrs,  Distinct  Director.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  aM  to  whether 
the  system  ermtains  a  record  pertaining  to  him  or  her  by  auldressing 
a  request  in  person  or  in  writing  to: 

Rivacy  Act  Office  for  Central  Crffice  records 
Regio^  Director  for  R^onal  Office  records 
District  Direcun'  fex  District'Office  records 
The  aKldiesses  of  these  offices  aire  contadned  in  .^pendix  A. 
Record  access  procedmes:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Dir^rtor  or 
District  DirecUn:  wiD  set  forth  the  procedures  for  access  to 

these  records.  If  there  is  no  record  of  the  indhriduad,  he  or  she  will 
be  so  aalvised. 

Contesting  record  procedBres:  Individuals  desiring  to  contest  W 
amend  information  maintained  in  the  system  should  dkect  there 
request  to  the  official  listed  in  the  above  pauagraph,  stating  the 
reasons  fax  cemtesting  it  amd  the  proposed  amendment  to  the  infan-- 
matiam  saxight. 

Record  some  categories:  Emidoyee  reapiesting  approval  arf  out- 
siale  en^loyment  and  a)ther  Agency  i>ersa)anel. 

SBA295 

System  name:  Paytarfl  Files — SBA29S 

System  location:  SBA  Central  Offiax.  See  Appendix  A  fan*  aad- 
dress.  \ 

Categorka  arf  Individuals  covered  by  the  system:  SBA  eiig)loyees, 
active  and  inatarfive. 
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Catatorlet  of  records  In  the  qfstenu  Name,  Social  Security 
number,  employee  number,  grade,  step,  and  salary;  ocgaitization, 
retirement  or  FICA  data  as  applicable;  Federal,  State  and  local  tax 
deductions,  as  ai^xopriate;  savings  btmd  and  charity  deductions; 
r^iular  and  optional  Government  life  insurance  deductions;  health 
insurance  deduction  and  plan  or  code;  cash  award  data;  union  dues 
deductions;  allotments,  by  type  and  amount;  financial  institution 
code  and  employee  account  number;  leave  status  and  leave  data  of 
all  types;  time  attendance  records,  including  number  of  regular, 
overtime,,  holiday,  Sunday,  and  other  hours  worked;  mailing  ad¬ 
dress;  co^wner  and/or  beneficiary  of  bonds,  marital  status  and 
number  of  dependents;  notification  of  Personnel  Actions;  unem¬ 
ployment  records;  register  of  separations;  anmial  leave  restoration; 
over-payment  indebtedness;  correspondence  from  employees  con¬ 
cerning  payroll  problems. 

Authority  for  l^■irtrn^n^^  of  die  system:  Ittle  6,  GAO  Policy  and 
Procedures  Manual,  pursuant  to  31  U.S.C.  66(a),  and  sections 
112(a)  and  113  of  the  Budget  and  Accounting  Procedures  Act  of 
19S0. 

Pontine  uses  of  records  maintainrd  fas  the  system.  Including  catego¬ 
ries  of  users  and  die  purposes  of  sudi  uses:  InformatiOB  in  this 
record  system  may  be  used: 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  vicdsdion  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule,  or  cnxler 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local,  or  foreign, 
charged  with  the  responsibility  of  investiga^n  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
implementing  the  statute  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

To  transmit  data  to  U.S.  Treasury  to  effect  issuance  of 

paychecks  to  emidoyees  and  distribution  of  pay  according  to 
employee  directions  for  savii^  bonds,  allotments,  financial 
institutions,  and  other  authorized  purposes. 

By  the  Generid  Accounting  Office  for  audit  purposes. 

In  reporting  tax  withholding  to  Internal  Revenue  Service  and 
appropriate  State  and  local  taxing  authorities;  FICA 
deletions  to  the  Social  Security  Administration;  dues 
deductions  to  labor  unions;  withholdings  for  health  insurance 
to  insurance  carriers  and  tte  U.S.  Civil  Service  Commission; 
charity  contribution  deductions  to  agents  of  charitable 
institutions;  annual  W-2  statements  to  taxing  authorities  and 
the  individual. 

Storage:  Both  manual  and  machine-readable. 

RetrievabiUty:  By  name  and/or  employee  or  Social  Security 
number. 

Safeguards:  Physical,  technical,  and  administrative  security  is^ 
maintained,  with  admission  to  records  storage  areas  limited  to 
authorized  personnel. 

'  Retention  and  di^KMal:  Retained  on  site  until  after  GAO  audit, 
then  disposed  of,  or  transferred  to  Federal  Records  Storage  Cen¬ 
ters  in  accordance  with  the  fiscal  records  program  approved  by 
GAO,  as  Impropriate,  or  General  Record  Schedule  of  GSA. 

System  managers)  and  addrm:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Notffication  prooedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

The  address  of  this  office  is  contained  in  .^ipendix  A. 

Record  accem  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
ot  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragnmh,  stating  the 
reasons  for  contesting  it  aitd  the  proposed  amendment  to  the  infor¬ 
mation  sought 

■  Record  source  categories:  Subject  individuals,  supervisors, 
timekeepers,  official  personnel  records,  and  IRS. 


-  SBA300 

System  name:  Persormel  Benefits  Rles — SBA300 
System  locatkm:  Qeveland  District  Office,  Casper  District  Office, 
Des  Moines  District  Office.  See  Appendix  A  for  addresses. 

Categories  of  Ihdlvidiials  covered  by  the^syston:  SBA  employees. 
Categories  of  records  in  the  system:  This  record  contains  informa¬ 
tion  on  the  enrollment  option  and  carrier  number  of  employees  en¬ 
rolled  in  Health  Insurance  and  Retirement  Plans. 

Authority  for  malidenance  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101,  29  U.S.C  651-78. 

Routine  uses  of  records  maintained  In  the  system,  incluihng  catego¬ 
ries  d  users  and  the  purposes  of  sudi  uses:  Information  in  these 
records  is  used  in  communicating  with  insurance  carriers  in  regard 
to  employee  benefits. 

Storage:  Records  are  kept  in  file  folders  or  card  files. 

RririevabiUty:  Records  are  indexed  by  employee  name. 

Safeguards:  Access  to  and  use  of  these  records  is  limited  to  those 
persons  whose  official  duties  requite  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  managerfs)  and  address:  District  DirecUHS.  See  Appendix 
A  fmr  addresses. 

Notificatkm  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  reewd  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  (M*  in  writing  to  the  District  Director.  The  ad¬ 
dress  of  these  offices  are  contain^  in  Appendix  A 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  will  set  forth  the  procedures 
fw  gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  inftxmation  contained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reastms  for  contesting  it  and  the  iMPoposed  amendment  to  the  infor¬ 
mation  sought 

Record  source  categories:  Agency  personnel  rectHds,  individual  on 
vdKm  rectxds  are  maintained. 

SBA305 

System  name:  Personnel  Card  Index  F3es — SBA30S 
System  location:  Central  Office,  Regional  Offices,  District  Of¬ 
fices,  and  Branch  Offices.  See  Appendix  A  for  addresses. 

Categories  of  individuais  covered  the  system:  SBA  employees. 

^  Categories  of  records  in  the  system:  This  record  is  kept  by  each, 
office  (HI  its  employees.  It  contains  a  summary  of  personnel  infor¬ 
mation,  including  Stxtial  Security  number,  birthdate,  address, 
telephone  number,  marital  status,  employinent  history,  and  simflar 
information. 

Authority  for  maintenanre  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  fas  tiie  system,  including  categ(»- 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  &s 
system  may  be  used  in  responding  to  inquiries  from  members  of 
Congress. 

Retards  may  be  used  in  responding  to  inquiries  from  banks  or 
institutions  on  employees  requesting  lows  or  credit. 

Storage:  Re(x>rds  are  kept  on  cards,  or  on  Standard  Fonri  7, 
“Employee  Service  Record  Card,”  in  Card  Files. 

RetrievriiUity:  Records  are  indexed  by  employee  name. 
Safeguards:  Access  to  and  use  of  these  re<x>rds  arc  limited  to 
those  persons  whose  official  duties  require  such  atxess.  Personnel 
screening  is  used  to  prevent  unauthoriz^  disclosure. 

Retention  and  disposal:  Re(x>tds  are  retained  for  ten  years  after 
the  employee  leaves  the  Agency,  then  disposed  of. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Dir^tors,  District  Directors,  and  Branch  Managers.  See  .^pendix 
A  for  add^sses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  (x>ntains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  f<jr  Central  Office  records 
Regional  Directoi  for  R^;ional  Office  records 
District  Director  fcH-  District  Office  ie<ords 
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tkxis.  Also  included  in  this  system  are  the  Civil  Service  Commis¬ 
sion’s  National  Agency  checks  and  the  names  of  those  employees 
in  sensitive  positions  requiring  full  field  investigations. 

Authority  lor  "—ft"*****"***  of  the  system:  5  U.S.C.  301,  IS  U.S.C. 
634(bKQ.  44  U.S.C.  3101,  Executive  Order  10450. 

Rootine  uses  of  records  msintained  in  the  system,  tnriiMiing  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  In  the  event  that  a 
system  of  records  maintained  by  this  Agency  to  carry  out  its  func¬ 
tion  indicates  a‘  vkdation  or  potential  violation  of  law,  whether 
civil,  ciimiaal  or  regulatory  in  nature,  artd  whether  arising  by 
general  statute  or  particular  program  statute  or  by  regulation,  rule 
<x  order  issued  pursuant  thereto,  die  relevant  records  in  the  system 
oi  records  may  be  referred,  as  a  routine  use,  to  the  appropriate 
agency,  vdiether  Federal,  State,  local  or  foreign,  charged  with  die 
investigation  or  prosecution  of  such  violations  or  charged  with  ra- 
forcing  or  implementing  the  statute,  fir  rule,  regidation  or  order  is¬ 
sued  pursuant  thereto. 

Full  field  investigations  and  National  Agency  checks  are 
returned  to  the  Civil  Service  Commission  vdien  employee 
beccnnes  inactive. 

Records  in  the  active  and  inactive  personnel  security  files  are 
forward  to  other  Federal^agepdes  conducting  bwkground 
Checks. 

A  record  from  this  system'of  records  may  be  disdosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court, 
magistrate  or  administrative  tribunal,  Lauding  disclosures  to 
opposing  counsd  in  the  course  of  such  proceedings  or  in 
settlement  negotiations. 

Storage:  The  active  and  inactive  personnel  security  files  are 
maintained  in  roUay  diebold  power  files.  CSC  National  Agency 
checks  are  maintain^  in  locked  safes. 

Rctrlevalittlly:  Records  are  retrieved  by  employee’s  name. 

Safeguards:  Personnel  screening.  Information  released  only  to 
authcMtized  persons. 

Rrtentkw  and^dfeposal:  Civfl  Service  Commission  National  Agen¬ 
cy  checks  are  kept  until  the  employee  leaves  government  service 
and  dien  returned  to  CSC. 


Branch  Manager  fw  Branch  Office  records 
The  addresses  of  diese  offices  are  contained  in  Appendix  A. 
Record  access  procedures:  In  req;>onse  to  a  request  by  an  in- 
dividurd  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  R^jooal  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for  . 
gaining  access  to  these .  tecords.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  pracednres:  Individuals  desiring  to  omtest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraidi,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought* 

Record  aovrcc  calegorfes:  Employees  on  whom  reemds  are  main- 
tained.  Agency  Personnri  Actioas  and  records. 

SBA310 

System  name:  Personnel  Organization  Roster — SBA310 
System  locatioii:  Maintained  at  SEA  Central  Office  and  at  most 
field  offices.  See  .^ipendix  A  for  addresses. 

Categories  of  Indfriduals  covered  by  the  qistam:  SBA  employees. 
Catcgoiies  of  records  in  the  Mygtam:  Enqiloyee’s  name.  Social 
Security  number,  position  title,  occiqiational  smies,  pay  plan, 
grade,  step,  salary,  veteran  preference,  tenure,  birth  date,  date  en¬ 
tered  Fedei^  Service,  and  time  spent  in  grade. 

Authority  for  maintenance  of  the  qrstem:  IS  U.S.C.  634(bX6);  5 
U.S.C.  301. 

Routine  uses  of  records  maintained  in  Oie  system,  tnrtiwUng  estego- 
rics  of  users  and  the  purposes  of  sodi  uses:  For  internal  Agency  use 
only. 

Storage:  These  records  are  copies  of  a  computer  listing  which  are 
kept  in  file  cabinets  or  .the  desk  of  the  responsible  employee. 

Rctrfevabaity:  Rectxds  are  filed  by  office,  program  area,  and 
name. 

Safagnanls:  Information  rdeased  only  to  authmized  persons  mi  a 
need  to  know  basis. 

Retention  and  disposal:  A  Hew  listing  is  generated  each  month. 
The  Central  Office  disposes  of  (dd  copies  after  three  years  or  iqxm 
completion  of  a  Civil  Service  Commission  inflection.  Held  offices 
dispose  of  old  monthly  copy  when  new  copy  is  recrived  or  periodi- 
cfdly,  tf  desired. 

System  mana^er(s)  and  address:  Privacy  Act  Officer,  R^onal 
Dirrctors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

Notification  fwooediire:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records. 

The  addresses  of  these  offices  are  contained  in  .^ipendix  A. 
Record  aceem  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  wOl  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

CoiUcstiiig  record  pfocednres:  Individual;  desiring  to  contest  m: 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragrfdi,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought- 

Record  source  categories:  Personnel  and  Payroll  Records. 

SBA315 

System  name:  Persooinel  Security  Files — SBA31S 
System  location;  SBA  Central  Office  and  Regional  Offices.  See 
Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Active  and  inac¬ 
tive  SBA  employees.  . 

Categories  of  records  in  the  system:  This  system  contains  the  ac¬ 
tive  a^  inactive  personnel  security  files,  which  include  the  em- 
idoyee’s  or  former  en^loyee’s  name,  background  information,  per¬ 
sonnel  actions,  and  Civil  Service  Commission’s  fuO  field  investiga- 


On  the  s^iaratkm  of  an  enqdoyee  from  SBA,  Security  and 
Investigations  Division  str^  the  file  and  forwards  the  full 
field  portum  of  an  investigation  to  the  CSC  Remaining 
information  of  a  nonderogaUny  nature  is  destroyed,  while 
derogatory  inframation  is  k^t  indefinitely. 

System  niamigcr(ri  and  address:  Privacy  Act  Officer,  Regional 
Directors.  Se^  Appendix  A  for  addresses. 

Notification  procedure;  An  individual  may  inquire  as  to  uriiether 
the  .system  contams  a  record  pertaining  to  him  <Hr  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
R^onal  DirecUnr  for  Regional  Office  reccMxls 
Hie  addresses  of  these  offices  are  contained  in  .^n>6u<lix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  recenti  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  or  R^ional  Director  will 
set  forth  the  procedures  for  gaining  access  to  these  records.  If 
there  is  no  record  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuak  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor- 
matiem  sought 

Record  somxe  cstegorto:  SBA  enqdoyees,  SBA  Personnel  Office, 
third  party  witnesses.  Civil  Service  Commission. 

Systems  exempted  from  fertahi  provisioiis  of  the  act:  Pursuant  to  3 
U.S.C.  SS2a  (kX2)  amd  (kXS),  all  investigatmy  material  in  the  record 
compiled  for  law  enforcement  purposes  or  for  the  purpose  of  deter¬ 
mining  suitability,  riigibility,  or  qualifications  for  Federal  civilian 
onidoymeat.  Federal  cmitracts,  or  access  to  classified  infmmation 
is  exenqit  from  the  notification,  access  and  contest  requirements 
(under  5  U.S.C.  552a  (cX3),  (d),  (eXD.  (cX4XG),  (H),  and  (1).  and 
(f))  of  the  Agency  regidatk«is.  lliis  exemption  is  necessary  in  order 
to  fulfill  commitineots  made  to  protect  the  confidentiality  of 
sources  and  to  maintain  access  to  sources  necessary  in  mnVing 
determinations  of  suitability  for  enqiloymeiiL 

sbJ^ 

System  mune:  Pentfolio  Reviews — SBA320 
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Syittm  lecalfcMi;  Central  Office,  District  Offices,  Branch  Offices. 
For  addresses  see  Appendix  A. 

Catetodcs  of  indhriduals  covered  by  the  system:  Recipients  of 
SBA  Dbaster  Home  Loans. 

Categories  of  records  In  the  system:  This  system  consists  of  re¬ 
ports  compfled  by  the  Office  of  Portfcdio  Review  in  the  course  of 
revipving  field  office  handling  all  loans.  Disaster  Hmne  Loans 
are  included  in  these  reviews  only  occasionally.  Central  Office  files 
also  include  line  cards  {nepared  with  summary  information  on  each 
loan.  Untfl  early  197S  the  Portfolio  Review  Reports  contained  fins 
information  on  endi  loan  listed  a^^betically.  Since  that  time, 
loam  are  no  kmger  Msted,  but  are  nmned  <mly  whm  there  is  a  par¬ 
ticular  problem  in  the  loan  handling. 

Aathwity  lor  msinNnsnri  of  the  qrateas:  15  U.S.C.  634(bX6),  5 
U.S.C.  301 ,  44  U.S.C.  3101 . 

Routine  oses  of  raeords  maintsinrd  In  the  system,  hichiding  cstcgo- 
riss  of  nsers  and  the  purposes  of  such  uses:  Reco^  in  this  system 
may  be  examined  by  the  General  Accounting  Office  in  tbe  course 
ot  a  review  of  the  Agency. 

Storage;  Records  are  kept  in  file  folders. 

Rstiievabillty:  Recmds-are  indexed  by  office.  Smne  information 
Modiin  the  records  is  retrievable  by  loan  name  or  tnmiber. 

Safeguards:  Access  to' and  use  ci  these  records  is  lirriited  to  those 
persom  whose  crffidal  duties  require  such  access.  Personnel 
screening  is  used  to  i»event  unauthorized  disclosure. 

BetmHon  and  disposal:  Reports  are  retained  indefiriitely.  Lirm 
cards  in  Central  Office  are  retained  until  the  next  repcxt,  than 
disposed  ot. 

System  maaagerCs)  and  address:  Privacy  Act  Officer,  District 
Directors,  Bran^  Managers.  See  Appendix  A  fw  addresses. 

NodBcaiion  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contaim  a  record  pertaining  to  <1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
District  DirecUM*  for  District  Office  records 
Branch  Manager  for  Branch  Office  records. 

Ihe  addresses  of  these  offices  are  contained  in  .^jpendix  A. 

Record  access  procedures;  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaming  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Conic  itiiig  record  procedures;  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  shodld  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasom  for  contesting  H  and  the  proposeef  amendment  to  the  infoTr 
matkm  sought. 

Record  source  caSegeries:  Office  ot  Portfolio  Review,  Loan  Case 
Files,  SBA  persoimel,  and  Field  visits  to  borrowers. 

SBA325 

S^fslcm  name:  Potential  Sparpsh-Surnamed  Applicants — SBA32S 

System  locatfam:  Denver  ijlegKmal  (Xfice,  at  address  listed  in  Ap¬ 
pendix  A. 

Categoriee  at  indhriduals  covered  by  the  system:  Potential  ^>anisb- 
siimamed  applicants  for  Federal  em^yment. 

Categories  of  records  fas  the  tyattm:  This  record  includes  name, 
address,  phone  number,  and  information  on  enqjloyment  of 
Spanisb-surnained  individuals  who  are  potential  iq^ilicants  feu-  SBA 
employment  This  information  is  used  to  notify  individuals  of  job 
openings  at  the  SBA. 

Aatharlhr  for  amlBtcnaMe  of  the  system:  Public  Law  92-261,  Ex¬ 
ecutive  Older  11478. 

Rauline  uses  of  records  mahUehieil  in  the  system,  fachufiag  cstego- 
rim  of  users  and  the  purpooM  of  such  uaca:  Internal  Agency  use 
only. 

Storage:  Records  are  in  a  card  file. 

Rstfievahllily;  Records  are  indexed  by  the  names  of  individuals. 

Sadogaords:  Access  to  and  use  of  these  records  is  limited  to  those 
persons  sriiose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthonzed  disclosure. 

Rstsmlan  and  dhgasnl:  Records  are  maintained  mdefiutely. 

S^atsm  asanagsrfs)  and  addtoss:  Regional  Director.  See  Appendix 
A teaddress.  ‘ 


Nodllcation  procedure:  An  individual  may  inquire  as  to  udietber 
the  systmn  contains  a  record  pertaining  to  Um  or  her  by  addressing 
a  reqiiest  in  person  or  in  writing  to  tbe  Rqional  Director  at  the  ad¬ 
dress  contained  in  Appendix  A. 

Record  acocm  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whedier  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director  will  set  forth  the 
IHocedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  wfll  be  so  advised. 

Coolesting  record  procednres:  Individuals  desiring  to.  contest  or 
amend  infoimaticm  maintained  in  the  system  should  dhect  their 
request  to  the  o^cial  listed  in  the  above  paragraph,  stating  the 
•reasons  for  omtesting  it  and  the  preposed  ameiKlmait  to  the  infor¬ 
mation  sought 

Record  soiroe  cutagorfes:  Individual  on  whom  record  is  main¬ 
tained;  organizatuHis  udm  refer  rpidkants. 

SBA330 

System  nmne:  Power  of  Attorney  Files — SBA330 

Syston  location;  SBA  R^jonal  Offices,  District  Offices  in  Atlan¬ 
ta,  Georgia;  Birmingham,  Alabama;  Charlotte,  North  Carolina;- 
Odutrdxa,  South  Cartdina;  Miami,  Florida;  Jacksonville,  Florida; 
Louisville,  Kentucky;  Jackson,  Mississ^i;  and  Nashville,  Teimes- 
see;  Branch  Offices  in  Bfloxi,  Mississiipi  and  KnoxvQle,  Tennes¬ 
see.  For  addresses  see  .^ipendix  A. 

Categories  of  individoals  covered  by  the  systenu  Insurance  agents 
>«dio  have  the  authority  to  execute  a  surety  bond. 

Categories  of  records  in  the  system:  Information  in  this  system  of 
records  identifies  those  individuals  who  are  authorized  to  execute 
bonds  for  surety  cmnpaiues. 

Authority  lor  nudnlenaace  of  the  system:  5  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routhie  uses  of  records  UMintained  hi  the  system,  fairfinHng  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  use  only. 

Storage;  Records  are  maintained  in  file  folders. 

Rctrievabllity:  Records  are  indexed 'by  agent’s  and  broker’s 
names. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  pmons  uiiose  official  duties  require  such  access.  Personnel 
screening  is  enployed  to  prevent  unauthmized  disclosure. 

Retention  and  disposal:  Records  are  retained  until  the  SBA  is 
notified  that  the  authority  to  execute  bonds  has  been  rescinded,  at 
udiich  time  the  records  are  destroyed. 

System  managcr(s)  and  address:  Regnal  Directors.  District 
Directors,  Branch  Managers.  See  .^ipendix  A  for  addresses. 

Nodflcatioa  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  ropiest  in  pers<m  or  in  writ^  to: 

R^ional  Director  tor  Rqponal  Office  records 
District  DirecUu’  for  District  Office  records 
Branch  Manager  for  Branch  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  acoeas  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  sy^m  contain*  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director,  District  Director  or. 
Branch  Manager  wfll  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  wfll 
be  so  advised.  . 

Cnnir  sting  record  prooedhues:  Individuak  desiring  to  contest  or 
amend  information  maintainnrf  in  the  system  should  direct  their 
request  to  the  official  listed  in  tbe  above  paragnph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought 

Record  source  categories:  Surety  conpany  tor  which  the  agent 
brotor  is  authorized  to  execute  bonds. 

SBA335 

^fstam  name:  I¥oblem  Loan  Work  Files — SBA335 

Syriem  iocatioa;  District  and  Branch  Offices  of  the  SBA  See  Ap- 
pendiX'A  for  addresses. 

Culcgoriiu  of  indlvidnale  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Cstegorim  of  ncords  la  the  systauK  This  system  of  records  con¬ 
tains  iufonnulioo  rdating  to  an  individual  reepient  of  a  Disaa^ 
Home  Loon.  These  records  indude  delinquent  accounts,  reports  of 
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Held  visits,  correspondence  and  (Aher  information  pertinent  to  a 
proUem  loan. 

AMhority  for  mafcilninnrr  of  the  aiyfllan:  S  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Bontinr  oses  of  mords  mahdahifd  in  the  system,  including  cat^o- 
rks  of  men  and  the  pniyiaes  of  auefa  uses:  In  the  event  that  a 
system  of  records  maintained  by  the  Agency  to  carry  out  its  func¬ 
tion  indicates  a 'violation  or  potential  violatkm  of  law,  whether 
civfl,  criminal  or  r^ulatory  in  nature,  and  udiether  arising  by 
gene^  statute  or  particular  program  statute,  or  by  regulation,  rule 
or  order  issued  pursuant  thei^,  the  rdevant  records  in  the  system 
(rf  reemds  may  be  referred,  as  a  routine  use,  to  the  apixx>ptiate 
agency,  whether  Federal,  State,  local  or  fcaeign,  charged  with  the 
responsibility  ci  investi^tion  or  prosecution  of  such  violation  or 
charged  with  enforcing  or  impleinenting  the  statute  or  rule,  regula¬ 
tion  or  order  issued  pursuant  thereto. 

Storage:  These  records  are  indexed  by  recipient’s  name. 

Safeguards:  Access  to  and  use  ^  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthmized  disclosure. 

ReteBtfea  and  disposal:  These  records  are  retained  independently 
of  the  Loan  Case  1%  imtfl  the  problem  is  resrrived  and  then  are  in¬ 
corporated  into  the  Loan  Case  File. 

System  iiuuuigats)  and  addre»;  District  Directors,  Branch 
Managers.  See  Appendix  A  for  addresses. 

Notification  procedure;  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records 
The  addresses  of  these  c^ices  are  contained  in  .^rpendix  A. 

Record  access  procedares:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  or  Branch  Manager  will  set 
forth  the  procedures  for  gainirtg  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragrtqrht  stating  the 
reasons  for  contesting  it  arrd  the  inoposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories;  Loan  Case  File,  individual  to  whom 
record  pertains.  Agency  employees,  financial  institutions. 

SBA345 

System  luune:  Red  Cross  Blood  Program — SBA34S 

System  iocatiou:  R^kmal  Offices,  at  addresses  listed  in  Appendix 

A. 

Categories  of  indhriduals  covexed  by  the  system:  SBA  employees 
who  have  donated  blood  or  indicated  their  willingness  to  donate 
blood. 

Categories  of  records  in  the  qrsicm:  Record  includes  name  of  em- 
fdoyee,  blood  type,  and  date  of  last  donation  of  blood. 

Authority  for  mafaitnwuirr  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Rnutiwr  uses  of  records  innintninril  iu  the  syston,  faiduding  catego- 
Nes  of  users  aad.the  punioses  of  such  uses:  Record  wiB  be  used  in 
referring  individuals  to  the  Red  Cross  to  rkmate  blood. 

Storage:  Informatirm  is  kept  in  notebooks  or  on  cards. 

RetetyvabiUty:  In  some  (rffices  this  record  is  indexed  by  the  em¬ 
ployee’s  name.  In  other  offices  it  is  only  indexed  by  date. 

Safeguards:  Access  to  and  use  of  these  records  is  limited  to  those 
persons  whose  official  duties  require  such  access.  Persormel 
screening  is  utilized  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  kty)t  for  one  year,  then 
destroyed. 

System  inanagcr(s)  and  addrew  Regional  Directors.  See  Aj^rendix 
A  for  addresses. 

NnfififatloM  procedure:  An  individual  may  tnqinre  as  to  whether 
the' system  cemtains  a  record  pertaining  to  hiin  or  her  by  addressing 
a  request  in  person  or  in  writiqg  to  the  Regional  DirecttM*.  The  ad¬ 
dress  of  th^  offices  are  contained  in  Appendix  A. 

Record  access  procedmes:  hi  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 


ing  to  him  or  her,  the  Regional  DirecUn:  wiO  set  forth  the 
procedures  for  gaining  access  to  the  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

^Contesting  record  procedures:  Individuals  desiring  to  contest  or 
anwnd  infexmation  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraiA,  stating  the 
reasons  for  contesting  it  and  the  prc^xised  amendment  to  the  infor¬ 
mation  sought 

Record  source  cat^orfes:  Individual  on  vriicMn  record  is  main¬ 
tained. 

SBA3S0 

System  name:  Repexts  on  Mincxity  Enqiloyment — SBA3S0 

System  location:  Central  Office,  Regional  Offices,  District  Of¬ 
fices.  See  .^^ndix  A  fex  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 

Cmegories  of  records  in  the  system:  This  system  of  records  in¬ 
cludes  conqiuter  printouts  and  other  forms  of  Usings  of  SBA  em¬ 
ployees,  indicating  their  minority  code  and  sex,  and  in  some  cases 
training  and  ixomotions  received  by  them.  The  reccxds  are  used  to 
evaluate  the  Agency’s  ctxiqdiance  with  princ^es  of  equal  employ¬ 
ment  opportunity. 

Authority  for  maintenance  of  the  tystem:  Executive  Order  1 1478, 
42  U.S.C.  2000e-l  et  seq.,  5  C.F.R.  713,  13  C.F.R  105.735-5^. 

Routine  uses  of  records  maintained  in  the  tystem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  used  in 
conqiiling  reports  to  the  Civil  Service  Commission. 

Storage:  Records  are  kty>t  on  magnetic  tape,  on  cards,  or  in  file 
feeders. 

RctrievMiOity:  Informatkxi  in  this  system  may  be  indexed  by  em- 
idoyee  name.  Social  Security  Number,  or  minority  code. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  ixevent  unauthorized  disclosure. 

Retentfon  and  disposal:  Indefinite  cx  until  up-dated. 

System  managerfs)  and  address;  Privacy  Act  Officer,  Regional 
DireeUxs,  District  Directexs.  See  .^^lendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  cx  in  writing  to:  _ 

Rivacy  Act  Officer  for  Central  Office  records 
Regional  Director  for  Regnal  Office  records 
District  Director  for  District  Office  records 
The  addresses  of  these  <^ces  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  udiether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Ctfficer,  Regional  Director,  or 
District  Director  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  reccxd  of  the  individual,  he  or  she  will 
be  so  advised. 

C^ontesthig  record  procedures:  Individuals  desiring  to  contest  or 
amend  infonnati<xi  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  pnq^iosed  amendment  to  the  infor¬ 
mation  sought 

Record  source  categories:  Personnd  records  and  visual  observa¬ 
tion  to  dete^nine  minority  code. 

SBA355 

System  name:  SCORE  Master  Files — SBA3S5 

System  locatfon:  Central  Office.  See  Appendix  A  for  the  address. 

CategorieB  of  individuals  covered  by  the  tystem:  Service  Corps  of 
Retired  Executives  and  Active  Coq»  of  Executives. 

Categories  of  records  in  the  tystem:  This  system  of  reuxds  is  a 
master  list  of  aU  retired  and  active  executives  ubo  vtdunteer  their 
services  to  ^ve  business  counseling  to  SBA  recipients.  These 
records  contain  information  as  to  personal  qualifications  and  exper¬ 
tise  and  cases  which  they  have  counsded. 

Authority  for  mainteMnce  of  fiw  system:  5  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

^  Routine  uses  of  records  maintained  hi  file  tystem,  catego¬ 

ries  of  users  and  the  pmposM  of  sudi  uses:  Internal  Agency  use 
only. 

Stonge:  These  records  are  maintained  on  magnetic  tape  and  in  a 
binder. 
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Retiicvabillty:  These  records  are  indexed  by  SCCXEIE  and  ACE 
vtrfunteer’s  name  as  wefl  as  serial  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Persoimel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  dbpoaal:  The  master  tape  is  updated  periodically 
and  maintained  indefinitely.  When  a  SCORE  and  ACE  volunteer’s 
name  is  withdrawn  from  active  duty,  the  record  is  maintained  for 
three  years  and  is  then  destroyed. 

System  managtrfs)  and  address:  Privacy  Act  Officer,  see  appen¬ 
dix  A  for  address. 

Notificatioa  prooediire:  An  individual  may  inquire  as  to  wirether 
the  system  contains  a  reemd  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writ^  to: 

Privacy  Act  Officer  for  Central  Office  records 
The  Address  of  this  <rffice  is  contained  in  appendix  A 
Record  access  procedares:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  OT  her,  die  Privacy  Act  Officer  win  set  fo^  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  wiU  be  so  advised. 

CnnSritlng  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  peragra|di,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  die  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  iidmn  record  pertains, 
SCORE/ACE  r^istration  forms. 

SBA360 

System  aame:  Security  A.  Investigations  Files— SBA360 
SyaSem  locatteu;  Central  Office  and  Federal  Records  Centers.  See 
Appendix  A  for  SBA  Central  Office  address  and  Appendix  B  for 
FRC  addresses. 

CaSsgsrks  at  IndhrMuala  covered  by  the  system:  Applicants  and 
reeqaents  of  SBA  assistance  and  princqiaJs  of  apfdkaiit  and 
recipieiit  businesses  -  aO  types  of  loans.  Lease  Guarantees,  SmaD 
Business  Investment  Conqiany  licensing,  8(a)  contractors,  call  con¬ 
tractors  and  grantees,  State  and  Local  Development  Companies, 
Economic  Development  Admiiustration  loans,  Sur^  Bond  Guaran¬ 
tees  and  applicant  representatives,  mendiers  oi  Advisory  Councils 
and  SCX>RE/ACE  vo^teers. 

Catrgsrirs  of  records  in  the  qratem:  This  system  of  records  con¬ 
tains  investigations  and  reports  on  all  of  the  above  indiviudals  on 
whom  the  Agency  has  derogatory  information.  Records  oi  a  non¬ 
derogatory  nature  are  maintained  on  the  principal  SBIC  directors 
and  stockholders.  These  records  int^rate  FBI  and  IRS  reports  and 
include  personal  history  statements,  background  character  checks, 
fidd  investigations,  arrest  and  conviction  reemds,  parde  and 
probation  data.  Securities  and  Exchange  Commission  vkdatkms, 
recommendations  and  evaluations,  and  related  correspondence. 

Aulharily  lor  malulrnmpr  of  the  system:  IS  U.S.C.  S34(bK6).  IS 
U.S.C.  64S(a).  18  U.S.C.  1001. 

RoutftM  uses  of  records  nudntalued  in  the  ^  ksdudlng  calcgCH 
lies  of  naers  and  the  pnrpooes  of  such  uses: 

In  the  event  that  a  system  oi  records  maintained  by  this  Agency 
to  carry  out  its  function  indicates  a  vkdation  at  potmitial  vkdation 
.  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  hnd  wliedier 
arising  by  general  statute  or  particular  program  statute,  or  by  regu¬ 
lation,  rule,  or  order  issued  pursuant  thereto,  the  rdeWmt  records 
in  the  system  of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
chasged  with  the  reqionsibility  of  investigation  or  prosecution  of 
such  vkdation  or  charged  with  enforcing  or  implementing  the 
statute  or  rule,  regulation  or  order  issued  pursuant  thereto. 

A  record  from  this  system  oi  records  may  be  disclosed,  as  a  rou- 
^  tine  use.  in  the  course  oi  presenting  evidence  to  a  court,  magistrate 
or  administrative  trOiunal,  including  disclosures  to  opposing  counsd 
in  the  course  of  such  proceediiig  or  in  settlement  negotiations. 

These  records  may  be  used  to  provide  data  to  the  General  Ac¬ 
counting  OfOce  for  periodic  reviews  oi  this  Agency. 

These  records  may  routindy  be  disdosed  to  other  Federal 
agencies,  in  response  to  their  requests,  in  conneclion  with 
conducting  background  checks.  Disclosure  wiD  be  made  only 
to  the  extent  that  the  infcMination  is  rdevant  and  necessary 
to  the  requesting  agencies’  funetkm. 


Storage:'  These  records  are  maintained  in  rotary  diebold  power 
files,  file  folders  and  card  indexes. 

Rctrievafaility:  These  records  are  indexed  by  ^iplicant  and 
recipient  name. 

Safeguards:  Personnel  screening.  InfcHinaticm  is  released  only  to 
authorized  persons. 

Rrtenlinn  and  diepoml:  At  the  end  of  each  calendar  year,  in¬ 
vestigation  records  are  screened  to  remove  those  records  on  which 
no  derogatory  information  has  been  received  for  five  years  or 
mcne.  These  inactive  records  are  then  sent  to  an  FRC  which  main¬ 
tains  them  for  twenty  years  and  then  destroys  them.  Doxigatory 
records  cm  SBIC  iniiicipals  are  retained  for  two  years  and  then 
transferred  to  an  FRC  vduch  destroys  them  after  ten  years, 
whereas  nmderogatory  records  are  retained  for  one  year  and  then 
destroyed.  Investigation  cards  containing  a  condens^  rq;>ort  and 
apfdkant  representative  cards  are  retained  indefinitely.  Correspon¬ 
dence  records  are  retained  for  as  long  as  they  are  essential  and 
destroyed  amiually  when  nonessenftial. 

System  msoagerfs)  and  address:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Nottfirartoo  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  ackiressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer  for 
Central  Office  records.  The  addi^  oi  this  offiiw  is  contained  in 
Aiqiendix  A. 

scccsB  ps^occdurcs*  In  response  -to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  reoxd 
of  the  individuid,  he  or  she  wall  be  so  advised. 

Cootestiiig  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  m  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragnqih,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought 

Record  source  categories:  Individual  to  w^iom  the  record  pertains, 
puUic  court  records,  parrie  and  inxibation  authorities,  FBI,  IRS, 
State  and  local  law  ^orcement  authorities,  third  party  informants 
and  Agency  personneL 

Systems  rsempted  from  certain  provisions  of  the  act:  Pursuant  to  5 
U.S.C.  5,52a  QrX2)  and  QiX5),  aD  investigatory  material  in  the  record 
conquled  for  law  enforcement  purposre  or  for  the  purpose  of  deter¬ 
mining  suhability,  eligibility,  or  qualifications  for  F^eral  civilian 
enqdoyment.  Federal  contracts,  or  access  to  classified  information 
is  exempt  from  the  notifkatioi,  access  and  contest  requirements 
(under  5  U.S.C.  552a  (cX3).  (d).  (eXD.  (eX4XG),  (H).  and  (I),  and 
(f))  oi  the  Agency  r^uhitions.  This  exemption  is  necessary  in  order 
to  fulfill  commitments  made  to  protect  the  confidentiality  of 
sources  and  to  {wevent  subjects  of  investigations  fron  frustrating 
the  investigatory  process. 

SBA36S 

System  name:  Security  &  Investigations  Referrals — SBA365 
System  localion:  Regkmal,  District  and  Branch  Offices.  See  Ap- 
penidix  A  for  addresses. 

Categories  oi  individuals  covered  by  the  system:  SBA  employees 
and  iqi^cants  and  recqjients  of  SBA  assistance. 

Categories  of  records  in  the  system:  This  system  of  record^  con¬ 
tains  r^enals  to  Securities  &  Livestigations  fm*  investigations  and 
reports  of  the  above  indiyiduals  in  order  to  determine  whether  frau¬ 
dulent  activities'or  misconduct  has  taken  {dace.  This  system  some¬ 
times  includes  copies  of  the  conqileted  report  by  the  S  &  I  Divi¬ 
sion.  These  records  include:  personal  statements  of  any  arrests,  in¬ 
dictments  and  convictions-SBA  Form  912,  aO^ations  of  irregulari¬ 
ties,  informants  statements  from  outride  investigative  sources, 
recomasendatioDS  from  the  field  offices  and  rdated  correspon¬ 
dence. 

Aulharily  for  mainfraanrr  of  Ihe  system:  15  U.S.C.  634(bX6),  15 
U.S.C  645(a),  18  U.S.C  1001. 

Routine  aocs  of  records  mahdshird  hi  the  system,  teclndliig  catego¬ 
ries  of  users  and  the  purposes  of  such,  uses: 

In  the  event  tiiat  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  -wdiettier  civil,  criminal  or 
regulatory  in  nature,  aial  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  r^pilation,  rule,  or  order 
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issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
j^propiiate  agency,  whether  Federal,  State,  local,  or  foreign, 
charged  with  the  responsil^ty  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enfc»cing  or 
implementing  the  statute  or  rule,  regulation  m*  order  issued 
pursuant  thereto. 

A  record  from  this  system  of  records  may  be  disclosed,  as  a  rou¬ 
tine  use,  in  the  course  of  presenting  evidence  to  a  court,  magistrate 
or  administrative  tribunal,  including  disclosures  to  opposing  counsel 
in  the  course  of  such  proceedings  or  in  settlement  negotiations. 

These  records  may  be  used  to  provide  data  to  the  General  Ac¬ 
counting  Office  for  periodic  reviews  of  this  Agency. 

These  records  may  routinely  be  disclosed  to  other  Federal  agen¬ 
cies,  in  response  to  their  requests,  in  connection  with  conducting 
background  checks.  Disclosure  will  be  made  only  to  the  extent  that 
the  information  is  relevant  and  necessary  to  the  requesting  agen¬ 
cies’  function. 

Storage:  These  records  are  maintained  in  file  folders  and  index 
cards. 

Retrievability:  These  records  are  indexed  by  the  name  of  the  in¬ 
dividual  to  be  investigated. 

Safeguards:  Access  to  and  use  of  these  recm'ds  are  limited  to 
those  persons  whose  ofihcial  duties  require  such  access.  Personnel 
screening  is  emfdoyed  to  prevent  unauttorized  disclosure. 

,  Retention  and  disposal:  Some  offices  retain  these  records  fen*  two 
years  and  then  destroy  them,  whfle  other  offices  retain  these 
records  until  the  irregularities  are  reserved. 

System  nianager(s)  and  address:  Regional  Directors,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a.  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records 
The  addresses  of  these  offices  are  contained  in  .^^lendix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director,  District  Director  or 
Branch  Manager  wiU  set  forth  the  inecedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  be  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  iHoposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains. 
Agency  personnel,  third  party  inf<Hinants  and  the  FBI  and  other  in¬ 
vestigative  Govenunent  agencies. 

Systems  famn  certain  provisioDS  of  die  act:  Pursuant  to  S 

U.S.C.  SS2a(kX2)  and  (kX5),  all  investigatory  material  in  the  record 
compiled  for  law  enforcement  purposes  or  for  the  purpose  of  deter¬ 
mining  suitability,  eligibility,  or  qualifications  fm*  Federal  civilian 
employment.  Federal  contracts,  or  access  to  classified  information 
is  exempt  from  the  notification,  access,  and  contest  requirements 
(under  5  U.S.C.  552a  (cX3),  (d),  (eXD,  (cX4XG),  (H),  and  (1),  and 
(D)  of  the  Agency  regulations.  This  exemption  is  necessary  in  order 
to  fulffll  commitments  made  to  protect  the  confidentiality  of 
sources  and  to  prevent  subjects  investigations  from  frustrating 
the  investigatory  i»rocess. 

SBA370 

System  nunc:  Settlement  and  Ccmqiromise — SBA370 
System  loodion:  Central  Office,  R^onal  Offices,  Miami  District 
Office,  Louisville  District  Office,  Birmingham  District  Office.  See 
A]n>endix  A  for  addres^. 

Categories  of  indivfcfaals  covered  by  die  qvtem:  Rec4>ient8  of 
SBA  Disaster  Home  Loans. 

Categories  of  records  la  the  qutem:  Records  include  listing  of 
loans  considered  for  conqiromise,  case  records  and  financial  infOT- 
matk>n  relating  to  comiMomises  of  loaru,  settlement  agreements  and 
notices  of  compromise  <m  loans. 

Authority  lor  matatmirr  of  the  tyatew  5  U.S.C.  301,  15  U.S.C. 
634(bX<>).  44  U.S.C.  3101. 


Roodne  uses  of  records  nrifaitained  in  the  system,  tnpliuHng  ortego- 
ries  of  users  ruid  the  purposes  of  sudi  uses:  A  record  from  tMs 
system  of  reexmls  may  be  disclosed,  as  a  routine  use,  in  the  course 
of  presenting  evidence  to  a  court,  magistrate  or  administrative 
tribunal,  including  disclosures  to  oiqposing  counsd  in  the  course  of 
such  proceedings  or  in  setUement  n^otiations. 

Storage:  Records  are  kept  in  file  folders. 

RetrievabilMy:  Records  are  indexed  by  name  borrower. 
Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  peiwns  udiose  duties  recpiire  such  access.  Perstmnel  screen¬ 
ing  is  utilized  to  prevent  unauthorized  disclosure. 

Retendon  and  disposal:  Records  are  kept  indefinitely. 

System  managerOt)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors.  See  Appendpi  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  cemtains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Pivacy  Act  C^icer  for  Central  Office  records 
Regiotial  Directm-  for  Regional  Office  records 
District  Director  for  District  Office  teccxxis 
The  addresses  of  these  offices  are  contained  in  .^pendix  A. 
Record  access  {irocedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  driennine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director  or 
District  Director  will  set  forth  the  procedures  for  gaming  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  informatkm  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
'  reasons  for  contesting  it  and  the  inoposed  amendment  to  the  infor- 
matiem  sought. 

Record  source  categorfas:  Borrowers,  Loan  C!ase  Ffles,  Agency 
Conqrromise  Committees,  other  Agency  persoimd. 

SBA375 

System  name:  Small  Business  Person  Awards — SBA375 
System  location:  Central,  Regional  and  District  (Xfices  of  the 
SBA.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Loan  recipient 
candidates  and  wirmers  of  the  Small  Business  Person  of  the  Year 
Awards  and  Coirununity  Development  Awards. 

Categories  of  records  in  the  sysinn:  This  system  of  records  con¬ 
tains  information  relating  to  the  candidacy  and  selection  of  Small 
Business  Person  of  the  Year  in  SBA  District  and  Regional  Offices. 
These  records  include  ^iplications,  biographical  summaries,  cor¬ 
respondence,  recommendations  and  narratives  of  business  and  civic 
successes.  The  record  of  Community  Development  Awards  in  the 
Central  Office  includes  lMogr£q>hical  and  qualifying  information  as 
well  as  recommendations  from  SBA  field  offices. 

Authority  lor  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routine  uses  of  rectwds  maintained  in  the  system,  ii>riM«H«g  catego¬ 
ries  ot  users  and  the  purposes  of  such  uses:  These  records  a^  infor¬ 
mation  in  the  records  may  be  used: 

To  respcHid  to  a  request  from  a  member  of  (Congress  regarding 
the  status  of  a  pafficular  candidate. 

To  proride  information  to  the  news  media  for  puUic  disclosure 
erf  the  name,  address  and  biographical  statement  of  the 
recipients  of  the  awards. 

To  communicate  with  officials  in  State  and  local  government 
as  to  the  status  erf  a  particular  e^ndidate. 

Storage:  These  receirds  are  maintained  in  file  feeders. 
Retrievability:  These  reexirds  are  retiievaUe  by  inehviehial  name. 
Safeguards:  Access  to  and  use  erf  these  reexirds  are  limited  to 
the>se  persons  whose  offieaal  duties  require  sueh  ace:ess.  Personnel 
seneening  is  enqiloyed  to  prevent  unauthorized  dbedeisure. 

Reteadai  and  dteposal:  Rece»ds  may  be  retained  frenn  e>ne  to  ten 
years. 

System  managerfs)  and  address:  Pltwcty  Act  Officer,  R^jonal 
Directexs,  Distiierf  Direerfors.  See  .^jpenehx  A  fex  addresses. 

Notiflcsflan  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Mvacy  Act  Officer  for  Central  Office  records 
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Regional  Director  for  Regional  Office  reccmls 
District  Director  for  District  Office  records 
The  addresses  of  these  offices  are  contained  in  Ai^ndix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  R^onal  Director  or 
District  Director  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Coatcsdng  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  add  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains, 
recommendations  from  various  individual  sponsors.  Advisory 
Council  members.  Agency  personnel,  research  publications  directo¬ 
ries,  news  media. 

SBA380 

System  name:  Standards  of  Conduct  Files — SBA380 
System  location:  SBA  Central  Office,  all  Regional  Offices,  vari¬ 
ous  District  Offices.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 
Categories  of  records  in  the  system: 

Confidential  statement  of  employment  and  financial  interests 
made  by  employees  Grade  13  and  above,  and  by  Grade  12 
Branch  Managers. 

Ad  Hoc  Committee  decisions  and  memoranda  concerning 
standards  of  conduct  questions  used  as  precedent  for  later 
decisions.  (Central  Office  only.) 

Correspondence  concerning  conflicts  of  interest. 

Listing  of  all  SBA  employees  who  have  been  indicted  or 
convicted  in  matters  involving  SBA  business. 

Authority  for  maintenance  of  the  system:  13  C.F.R.  10S.73S 
enacted  pursuant  to  the  Small  Business  Act. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule,  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
implementing  the  statute  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court, 
magistrate  or  administrative  tribunal,  including  disclosures  to 
opposing  counsel  in  the  course  of  such  proceeding  or  in 
settlement  negotiations. 

Records  contained  in  this  system  may  be  fmwarded  to  the 
Civil  Service  Commission  when  requested. 

Storage:  Records  are  maintained  in  file  folders  which  are  stOTed 
in  file  cabinets  or  safes. 

Rctrievability:  Records  are  retrieved  by  the  name  of  the  em¬ 
ployee. 

Safeguards:  Access  is  strictly  limited  to  those  employees  with  a 
need  to  use  these  records  in  performing  their  duties. 

Retentfam  and  disposal:  Files  are  retained  indefinitely. 

System  managerfs)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records 
The  addresses  of  these  crffices  are  contained  in  Appendix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director  or 


District 'Director  will  set  forth  the  iHocedures  fw  g«inin£  access  to 
these  reccuds.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuak  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Information  in  the  confidential  state¬ 
ment  of  enjoyment  and  financial  interests  is  collected  from  the 
employee  himself.  Any  adverse  information  could  come  from  other 
employees  or  from  a  member  of  the  general  public  with  specific 
knowledge  of  the  matter  reported. 

Systems  exempted  from  certain  provisions  of  the  act:  Pursuant  to  5 
U.S.C.  SS2a  (kXS),  all  investigatory  material  in  the  record  compiled 
for  the  purpose  of  determining  suitability,  eligibility,  or  qualifica¬ 
tions  for  Federal  civilian  employment,  F^eral  contracts,  or  access 
to  classified  information  is  exen^)!  from  the  notification,  access, 
and  contest  requirements  (imder  5  U.S.C.  552a  (cX3),  (d),  (eXl), 
(eX4XG),  (H),  and  (1),  and  (f)  of  the  Agency  regulations.  This  ex¬ 
emption  is  necessary  in  order  to  fulfiU  commitments  made  to  pro¬ 
tect  the  confidentiality  of  sources  and  maintain  access  to  sources 
necessary  in  making  determinations  of  suitability. 

SBA385 

System  name:  Tort  Claims — SBA385 

'  System  location:  Central  Office  and  Federal  Records  Centers,  at 
addresses  listed  in  Appendices  A  and  B. 

(Categories  of  individuals  covered  by  the  system:  Government  em¬ 
ployees  and  other  individuals  involved  in  accidents. 

(Categories  of  records  in  the  system:  This  record  contains  reports 
on  accidents  which  result  in  tort  claims  involving  the  Government. 

Authority  fm*  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101,  42  U.S.C.  3211. 

Routine  uses  of  records  maintained  in  the  system,  incluiling  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

In  the  event  that  a  tort  claim  results  in  a  court  suit,  these 
records  will  be  referred  to  the  Department  of  Justice  for 
handling  of  the  suit  and  used  in  the  preparation  and 
presentation  of  the  case. 

These  records  are  used  in  reporting  on  accidents  and  tort 
claims  to  the  Gener^  Services  Administration. 

Storage:  Records  are  kept  in  fUe  folders. 

Retrievability:  Records  are  indexed  by  the  names  of  persons  in¬ 
volved  in  the  accident. 

Safeguards:  Records  are  kept  in  a  locked  cabinet.  Access  to  and 
use  of  these  records  is  limited  to  persons  whose  official  duties 
require  such  access.  Personnel  screening  is  utilized  to  prevent 
unauthorized  dusclosure. 

Retention  and  disposal:  Records  are  retained  for  one  year,  then 
sent  to  a  Federal  Records  Center,  where  they  are  retained  for  five 
years  and  then  destroyed. 

Syston  manager(s)  and  address:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer.  The  ad¬ 
dress  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individuals  involved  in  accident,  wit¬ 
nesses,  investigation  of  the  accident. 

SBA390 

Syston  name:  Transfer  of  Loan  Records — SBA390 

System  location:  District  and  Branch  Offices  of  the  Small  Busi¬ 
ness  Administration.  See  Appendix  A  for  addresses. 
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Catecarka  of  indvIdnalB  covtnd  bjf  a*  qnloii:  Rectpients  of  Db- 
aster  Home  Loans. 

Categories  ol  records  la  the  ayricmi  This  system  of  records  re¬ 
ports  die  transfer  of  k>an  case  f^  from  one  dtvisiaa  of  the  Small 
Business  Administration  to  another  division,  or  to  die  Federal 
Records  Center. 

Authority  for  maiidcaaiicc  of  die  tystem:  S  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.$.C.  3101. 

Roudae  uses  of  records  maintaiiwd  in  the  tyslem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  lliese  reemds  a^  infou- 
madon  in  the  records  may  be  used: 

To  provide  infommtion  to  the  Federal  Records  Center,  as 
needed,  to  locate  a  Loan  Case  File. 

Storage:  Records  are  maintained  in  file  foldars. 

Retrievability:  Reemds  are  indexed  by  recipient  name. 

Safeguards:  Access  to  and  use  fA  these  records  are  limited  to 
those  persons  whose  official  (bdes  require  such  access.  Personnel 
screening  is  employed  to  preve^  unauthorized  disclosure. 

Retention  and  disposal:  Reemds  are  retained  indefinitely. 

System  inanager(s)  and  address:  District  Directors,  Branch 
Managers.  See  Appendix  A  for  addresses. 

NodBcadoo  procedure:  An  individual  may  inquire  as<to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

District  Director  for  District  Office  records 
Branch  Manager  for 'Branch  Office  records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  IMstrict  Dire^r  or  Branch  Manager  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragRqih,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Reewd  source  categories:  Loan  Case  Files,  Agency  en^loyees. 
SBA395 

System  name:  UCC  Refiling  and  Financial  Statements 
Due— SBA395 

System  location:  District  and  Branch  Offices  of  the  SmaD  Busi¬ 
ness  Administration.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  ai  Dis- 
alster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  of  records  lists 
information  relating  to  recipients  of  Disaster  Home  Loans.  Records 
include  record  of  due  dates  for  financial  statements  and  expiration 
dates  of  UCC  lien  filings. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  induding  catego¬ 
ries  of  usors  and  the  purposes  of  such  uses:  For  internal  use  tmly. 
Storage:  These  records  are  maintained  in  file  folders  and  binders. 
Retrievability:  Records  are  indexed  by  rec^ient  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Persemnd 
screening  is  employed  to  prevent  unauttorized  disclosure. 

Retention  and  disposal:  Records  are  retained  for  no  more  than 
three  years,  then  destroyed. 

System  managerfs)  mid  address:  District  Directors,  Brandi 
Managers.  See  .^[^ndix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as, to  whether 
the  system  contains  a  record  pertaining  to  1^  ot  her  by  addressing 
a  request  in  person  or  in  writing  to: 

District  Director  for  District  Office  Records 
Branch  Manager  for  Branch  Office  Records 
The  addresses  of  these  offices  are  contained  in  ^ipendix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  tlK  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  or  Branch  Manager  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 


CnnteriiBg  lucocd  pnendntes:  hiiSviduals  desiring  to  contest  or 
amend  informatioo  mainiaitwiiri  in  the  system  should  direct  thdr 
request  to  die  official  Uried  in  die  above  paragnqih,  stating  die 
reasons  for  contesting  it  and  the  proposed  antnautm^nt  to  the  infbr- 
matkm  sought. 

Record  source  categorfas:  Individiial  to  vdiom  the  record  pertains. 
Agency  employees,  and  Loan  Case  File. 

SBA400 

System  name:  Union  Maribershtp-^BA400 

SvBicm  localiom  Denver  Regional  Office,  Miami  District  Office, 
Litue  Rock  District  Office,  Mmne^iolis  Diririct  Office.  See  Appen¬ 
dix  A  for  addresses. 

Categories  of  indhridnab  covered  by  the  tyston:  SBA  enq;>loyees 
who  are  mendTers  of  the  Union. 

Categories  of  records  fai  the  tystem:  This  is  a  list  of  employees 
uho  are  members  of  the  Union  or  who  have  signed  author^tkms 
for  payroll  withhe^ding  of  Union  dues. 

Aidhority  for  mrintmance  of  the  tystem:  S  U.S.C.  301,  44  U.S.C. 
3101,  Odlecdve  Bargaining  Agreement  with  die  Unkm  which 
represents  SBA  emidoyees. 

Roudne  uses  of  records  maintained  ba  die  tystem,  indiufing  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  in  this  system  might  be  reviewed  by  the  Civil  Service 
Commission  in  the  course  of  a  personnel  management 
evaluation  of  the  office. 

Records  may  be  used  in  communications  with  the  Unioo 
r^arding  dues  withholding  or  other  Union  business. 

Storage:  Reemds  are  maintained  in  file  folders. 

Rrirlevability:  Rec(»ds  are  a^diabetical  by  the  name  of  the 
member  the  Unkm  or  person  ^lo  has  signed  a  dues  withholding 
authorization. 

SMeguards:  Personnel  screening  is  utilized  to  prevent 
unautlmrized  disclosure. 

Retention  and  disposal:  These  records  are  maintained  indefinitely. 
System  managerfs)  and  address:  R^jonal  Director  or  District 
Dirrotens.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individiial  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  fm*  R^ional  Office  Records 
District  Director  for  District  Office  Records. 

The  addresses  of  these  offices  are  contained  in  ^pendix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  him  or  her,  the  Regional  Director  or  District  IXrector  will  set 
forth  the  procedures  for  gaining  access  to  these  recends.  If  there  is 
no  record  of  the  individual,  he  or  she  wfll  be  so  advised. 

Contestiiig  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  reasons 
for  contesting  it  and  the  proposed  amendment  to  the  information 
sought. 

Reccud  source  categories:  Individuals  on  whom  record  is  main¬ 
tained,  Union,  CoogHiter  print-out  on  payixA  deductions. 

SBA405 

System  name:  Unofficial  Personnel  Files — SBA40S 
System  location:  Maintained  by  individual  divisioas  and  branches 
of  the  SBA  Central  Office,  as  well  as  all  SBA  Regional,  District, 
and  Branch  Offices.  For  addresses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  tystem:  SBA  employees, 
both  active  and  sq;>arated. 

Categories  of  records  in  the  tystem:  This  system  contains  a 
number  of  records  pertaining  to  an  individual’s  employinent  at 
SBA.  These  records  include  lime  and  Attendance  cards,  authoriza¬ 
tions  for  ovotime,  records  of  leave,  training  request  and  at¬ 
tended,  travel  itineraries  and  vouchers,  coines  of  Persomid  actions, 
r^uests  for  Personnd  actions.  Position  Descriptions,  cc^ies  of  of¬ 
ficial  performance  evaluations,  coftes  of  letters  of  commendation 
and  retirement,  personal  information  fm-  use  in  emergencies. 

Authority  for  maiiitenaiice  of  the  tystem:  S  U.S.C.  301;  IS  U.S.C. 
634(bX6);  44  U.S.C.  3101;  Title  6,  “GAO  Pedky  and  Procedures 
Manual,”  pursuant  to  31  U.S.C.  6^a)  and  sections  112(a)  and  113 
of  the  Budget  and  Accounting  Procedures  Act  of  1950;  S  U.S.C. 
5701-09. 
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poMtW  uses  of  record^  maintained  In  the  system,  faicliiding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  use  only. 

Storage:  These  records  are  maintained  in  either  Hie  folders,  bin¬ 
ders  or  card  indexes  which  are  located  in  file  calwets  or  on  the 
desk  <d  the  lesponsitde  employee. 

Rctrievahility:  Records  are  indexed  by  the  employee’s  name,  So^ 
cial  Security  number,  or  other  personal  identifier. 

Safegumrds:  Personnel  screening  -  information  released  to 
authorized  persons  on  a  need  to  know  basis  only. 

RctentioB  mid  disposal:  There  is  no  official  Agency  pt^cy  on  re¬ 
tention  of  these  records.  Most  of  the  records  are  maintained  ftn:  up 
to  three  years. 

System  maaageifs)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  IMstrict  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

,  Privacy  Act  Officer  for  Central  Office  records 
Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  R^onal  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in- 
^vkhial,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains, 
SBA  Office  of  Persormel,  Supervisor  of  the  respective  branch  or 
division.  Payroll  section  of  SBA. 

SBA410 

System  name:  Upward  Mobility  Files — SBA410 
System  location:  Central  Office,  Denver  Regional  Office,  San 
Francisco  Regional  Office.  For  addresses  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  have  applied  for  jobs  within  the  Agency  under  the  Upward 
Mobility  Pre^gjram. 

Categories  of  records  in  the  system:  These  records  include  applica¬ 
tions  of  candidates  for  higher  jobs  in  the  Agency,  appraisals  by  su¬ 
pervisors  of  qualiHcations  of  candidate,  ratings  by  Persormel  staff, 
roster  of  best-qualified  candidates. 

AuthorRy  for  maintenance  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  faKluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  in  these  records  may  be  coiiununicated  to  the 
Union  which  represents  SBA  employees. 

Information  in  these  records  may  be  given  to  the  Civfl  Service 
Commission  for  the  processing  of  p>ersoimeI  matters. 

Storage:  Records  are  kept  in  file  feeders. 

Retrievabilhy:  Records  are  indexed  by  employee  name  or  job 
vacancy. 

Safeguards:  Access  to  and  use  of  these  records  is  limited  to  those 
persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  diqMMal:  Records  are  maintained  indefinitely. 

System  nianager(s)  and  address:  Privacy  Act  Officer,  Regioiuil 
Directors.  See  ^pendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
Regional  Director  for  Regional  Office  records 
Tlie  addresses  of  these  offices  are  contained  in  Appendix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  ^ficer  or  Regional  Director  will 


set  forth  the  procedures  for  gaining  access  to  these  records.  If 
there  is  no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contestliig  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reason  for  cemtesting  it  and  the  inoposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  .^plicants,  supervisors  of  applicants. 
Agency  Personnel  Office,  Agency  officials  responsible  for  selecting 
applicants. 

SBA415 ' 

System  ruune:  Virginia  AttcHneys — SBA41S 
System  location:  Richmond  District  Office,  at  address  listed  in 
Appendix  A. 

Categories  of  individuals  covered  by  the  system:  Attorneys  in 
private  practice  in  >firginia  who  do  title  work  or  SBA  work. 

Categories  of  records  in  the  system:  Record  contains  names  and 
addresses  of  attorneys  and  a  designation  as  to  whether  attorney  is 
apiH’oved  or  unaj^roved.  This  record  is  used  as  a  guide  to  reliabili¬ 
ty  of  attorneys,  as  to  what  assurances  will  be  required  on  title 
opinions  given  by  these  attorneys. 

Authority  for  maintenance  of  the  system:  S  tJ.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  nudntained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  Agency  use 
only. 

Storage:  Record  is  maintained  in  a  loose-leaf  notebook. 
Rctrievahility:  List  is  alphabetical  within  categories  by  locality. 
Safeguards:  Access  to  and  use  of  these  records  is  limited  to  those 
persons  \%hose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Record  is  updated  continuously  and 
retained  indefinitely. 

System  managerfs)  and  address:  District  Director.  See  Appendix 
A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  IXstrict  Director,  at  the  ad¬ 
dress  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  will  set  forth  the  procedures 
for  gaining  access  tp  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should -direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Lawyer’s  Title  Company,  SBA  person¬ 
nel. 

SBA420 

System  luune:  Work  Progress  Reports — SBA420 
System  location:  SBA  Central  Office.  The  following  SBA  District 
Offices:  Providence,  RI;  Seattle,  Wash.;  Detroit,  Mich.;  Bir¬ 
mingham,  Ala.;  Miimeapolis,  Minn.;  Miami,  Fla.;  Columbus,  Ohio; 
Anchorage,  Ak.;  Honolulu,  Hawaii.  The  following  SBA  Branch  Of¬ 
fices:  Harrisburg,  Pa.;  Springfield,  HI.  Addresses  for  these  offices 
may  be  found  in  Appends  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 
Categories  erf  records  in  the  system:  These  records  include:  In¬ 
dividual  work  reports  showing  how  an  eirqrloyee’s  time  was  ex¬ 
pended;  Project  control  sheets;  Project  status  reports;  Summary  of 
loan  officers’  activity;  Record  of  loans  processed  by  loan  officers. 

Authority  for  maintenance  of  the  system:  IS  U.S.C.  634(bK6);  S 
U.S.C.  30l;44U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  Agency  use 
otUy. 

Storage:  Records  maintained  in  file  folders,  which  are  stored  in 
desk  drawers  or  in  file  cabinets. 

Retrievability:  Records  are  indexed  by  employee’s  name. 
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Mcguards:  Personnel  screening.  Infcmnatkm  released  to 
authorized  personnel  on  a  need  to  know  basis. 

R<»tynrinn  and  disposal:  Reccrds  in  this  system  are  retained  in¬ 
definitely. 

System  managetfs)  and  address:  Privacy  Act  Officer,  District 
Directors,  Branch  M^uiagers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  portaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
E^trict  Duector  for  District  Office  records 
Branch  Manager  for  Branch  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 


Rcoopd  nroww  procedures:  In  response  to  a  reqiwst  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  peitain- 
^  to  him  or  her,  the  Privacy  Act  Officer,  District  Director  or 
Kanch  Manager  will  set  forth  the  laxicedures  for  gaining  access  to 
these  reoerds.  If  there  is  no  record  of  the  individual,  he  or'she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  c<mtest  or 
amend  informatiem  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  prcqxMed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Employee  on  whom  the  file  is  main¬ 
tained,  the  emfdoyee's  siqiervisor,  production  control  clerk. 
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For  an  advance  "look"  at  the 
FEDERAL  REGISTER,  try  our 
new  information  service.  A 
recording  will  give  you  selections 
from  our  highlights  listing  of 
documents  to  be  published  in  the 
next  day's  issue  of  the  FEDERAL 
REGISTER. 
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